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11 December 1956 


RECORDS MANAGEMENT 


SYNOPSIS: This regulation provides for a con- 
tinuing Agency Records Management Program to 
control and improve records from their creation 
or receipt to their disposition. 
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1. GENERAL 

a. SCOPE 

All record material of the Agency Is encompassed by this regulation, including 
that transmitted electrically. 

b. RECORD MATERIAL 

For the purpose of this regulation, record material is defined as: all books, 
papers, maps, photographs, films, recordings, or other documents and material 
regardless of physical form or characteristics, made or received by any part 
of the Central Intelligence Agency pursuant to Federal law or in connection 
with the transaction of public business and preserved or appropriate for preser- 
vation by CIA or its legitimate predecessor or successor organizations as evi- 
dence of the organization, functions, policies, personnel, decisions, procedures, 
financial or legal transaction, operations, or other activities or because of the 
informational value of data contained therein. "Records” and "record mate- 
rial” may be used interchangeably. 

c. RECORDS MANAGEMENT PROGRAM 

The Records Management Program consists of the elements listed and described 
below: 

(1) Reports Management — The analysis, improvement, and control of admin- 
istrative reporting. 

(2) Correspondence Management — The application of improved standards and 
procedures for the preparation and handling of correspondence. 

(3) Forms Management — The analysis, design, and control of forms. 

(4) Records Maintenance — The establishment of standard procedures, systems, 
equipment, and supplies for records maintenance. 

(5) Records Disposition — The economical and systematic disposition of Agency 
records including their preservation, retention, transfer, protection, and 
disposal according to approved schedules. 

(6) Vital Materials — The timely selection, transfer to, and maintenance in an 
Agency designated repository of record materials, documents, and files 
which are essential to the continued operation of CIA in an emergency 
and the destruction of which would constitute a serious or irreplaceable 
loss. 

2. POLICIES 

The Agency Records Management Program shall be administered on a decentral- 
ized basis through Major Component* programs governed by the following policies: 

•Major Components are the Offices or tlie Deputy Director (Plans), Deputy Director (Intelligence), 

anti Deputy Director (Support). 
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a. Records shall be made and preserved to provide adequate and proper documen- 
tation of the organization, functions, policies, decisions, procedures, and essen- 
tial transactions of the Agency. Such records shall be designed to furnish the 
information necessary to protect the legal and financial rights of the Govern- 
ment and of persons directly affected by the Agency’s activities. 

b. Measures shall be taken to insure that essential records are created and main- 
tained by the most efficient and economical methods. 

c. Measures shall be taken to insure that nonessential records, reports, and forms 
arc not created, 

d. Records essential to emergency operations of the Agency shall be promptly and 
currently deposited at a relocation site. 

e. The Agency Records Center shall be a facility for storing, processing, and serv- 
icing of semiactive or retired Agency records, and will serve as an Agency 
archival facility. The Records Center shall be compartmented and controlled 
in such a manner that the defense classification or sensitivity requirements of 
the operating components are honored. 

f. Records control schedules shall be developed to identify and preserve records 
of permanent value; to provide for the scheduled removal of noncurrent rec- 
ords from office space and filing equipment to more economical storage; and 
to provide for the scheduled destruction of records of temporary value. 

3. RESPONSIBILITIES 

a. CHIEF, RECORDS MANAGEMENT STAFF 

Tbe Chief, Records Management Staff, is responsible for: 

(1) Staff guidance, assistance, and coordination of the Agency Records Man- 
agement Program by providing broad plans, policies, standards, and guides. 

(2) Providing forms analysis, design, and reference services and for approving 
new or revised forms and requests for reprints. 

(3) Reviewing and approving records control schedules and requests for equip- 
ment, services, and supplies to the extent necessary to assure compliance 
with Records Management Program requirements. 

(4) Providing technical guidance to the Records Center and Vital Materials 
Repository. 

(5) Maintaining Agency liaison with the National Archives and Records Service, 
General Services Administration, and other Federal and private organiza- 
tions on records management matters. 

(G) Review of the component Records Management Programs. 

b. DEPUTY DIRECTORS 

The Deputy Directors are responsible for: 

(1) Establishing, directing, and maintaining CIA component Records Manage- 
ment Programs consisting of the elements referred to in paragraph lc, and 
guided by the broad plans, policies, standards, and guides promulgated by 
the Records Management Staff. 

(2) Maintaining such liaison with other offices of the Agency as is required in 
the performance of component records management responsibilities. 

(3) Designating an individual who will be responsible for the development and 
administration of the respective component Records Management Pro- 
grams. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


DISTRIBUTION: AB 


'& Ife H fly 


L. K. WHITE 
Deputy Director 
(Support) 
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ILLEGIB 


27 September 1951 


MEMORANDUM TO: Deputy Director (Administration) 

SUBJECT: CIA Regulation No. | [ , Records Management 

REFERENCE: Memorandum dated 19 September 1951 from the Chief, Administrative 
Services to the Advisor for Management. 


states : 


1. Paragraph 0.(5) of CIA Regulation No 


dated 14 July 1951 


"Storage, maintenance and indexing of all vital material re- 
ceived at the repository will be the responsibility of the chief 
of the filed Installation where the repository is located." 

2. Prior to the issuance of Regulation No . I l the subject of the 

authority of the Resident, Manager, | ~1 -was thoroughly 

discussed and it was understood .that, like any other field station chief, he 
would take policy direction froi? CIA headquarters, which, in this case would 
be the Chief, Administrative Services. The published regulation does 'not 
differ in any way from the draft signed by the Chief, Administrative Services . 


3. It appears to this Office that to revise CIA Regulation No. I ] to 25X1 A 
provide that employee s_ at the repository would be under the jurisdiction of the 

for security'and personnel administration only would 


place the Resident Manager in an impossible situation in that he would not have 
proper command over his installation. 


4. It’ is recommended that a memorandum, clarifying the position of each, 
be addressed, jointly to the Chief, Administrative Services and the Re sident 
Manager, □ and that no change be made in CIA Regulation No. ] 

25X1 A 


Attch. 


Advpj^r" for Management 


25X1 A 



'L !.'• 



Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 




Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 



Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 




Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 



27 September 1951 


MEMORANDUM TO: Deputy Director (Administration) 

Records Management 


25X1 A SUBJECT: CIA Regulation No, 


RSnSRENCS : Memorandum dated 19 September 1951 from the Chief ,, Administrative 
Services to the Advisor for Management. 
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states: 


1. Paragraph 0.(5) of CIA Regulation No. dated Ik July 1951 


"Storage, maintenance and indexing of all vital material re- 
ceived at the repository will be the responsibility of the chief 
of the filed installation where the repository is located . " 


2. Prior to the issuance of Regulation No. 
authority of the Resident Manager { 


the subject of the 
was thoroughly 


discussed and it was understood that, like any other field station chief, he 
would take policy direction from CIA headquarters, which, in this case would 
be the Chief, AAirdnistrat-ive- - 8 erv xoes . The published regulation does not 
differ in any way from themiraft- signed by the Chief, Administrative Services. 


25X1 A 


3. It appears to this Office that to revise CIA Regulation No . I I to 
provide that emp loyees at the repository would be under the jurisdiction of the 

25X1 A Resident Manager | | for security and personnel administration only would 

place the Resident Manager in an impossible situation in that he would not have 
proper command over his installation. 

4. It iB recommended .that. -a- memGxra&dum-, clarifying the position of each 
be addressed jointly to the Chief, Administrative Services and the Re sident 

25X1 A Manager, p 


and that no change be made in CIA Regulation No. 


25X1 A 


25X1 A 

Advisor for Management 


Attch. 

* J IflJ 


si lit! 
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Atfvloor for 19 Sur-oiombox' 1951 

Chief, Adn&niatrciilvo Services 

C.T A ho, | l «»iocordo I'maz&xnt” (14 July 1951) 


l u A pro, osed rev * r.ion of ue/otlrilon I"o* I I 
recarj-ondcd to preclude the poooibii ity of a lidsiinderoiandinr 
’Mich right orluo to regard to jurisdiction over noroomol 
c?.o signed to the repository. 


c* (i 


A oil© we* 


( 5} Stance > Eiito tonanca 
of ai" : vitol K&tm*lal received 
repository trill bis the ronpcnsl 
Chief, Adr-intot®*'- vivo Son/lco:- « 
the CM docortb Officer. 


end todocctog 
rrt the 

Hlrity of 5 , he 
Office through 


b„ Add tii© following m C. (6): 

(6) IhJDloyooo as tinned to the repository 
vill bo under the jurisdiction of Jio Chief 
ox” the Hold Installation where the re -ository 
is loc.'xtod for require:. e:n„a of security nnd 

- - ii -" v + i« ,uo u.-iAfli v .r -'.rrc'ji oni..y. 

,2* It 2.0 believed the for oroijv,' changes will : rovl'to 
proper distinction between operatic, rad direction and 
ai33lnlstr.?,t.ivo support* 


25X1 A 


25X1 A 

Xd£j/jn'lZ?80rflq 


ecs Admin* Her. Files 
Sp* /isat* i-C( A) ’ 

Hoc* Kgt. file 
ftee* %t* * Hot Files 


SEP 2 1 1951 
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Office ■Memorandum • united states government 


TO 

FROM : 
SUDJECT: 


DATE: 




Tn 050 this position is presently held as an additional duty 
by the Chief, IID, a 05-12. To be seriously performed an effective, 
however, it should be a separate and distinct function at the G5-12 
level or higher. Unless this is done, 0S0 r/ill continue to combine 
the two functions of Chief, I ID and Area Records Officer. 


25X1 A 


Dep. (Jhj.of, Admin Staff 

Ivv OPC ^osrVvov U LM. oJb pre^eT a. 

^ a. II Uc^ <fsU 

To u il'iA , ^ 

x '.‘P , U.S 

ta^aVGiS ^ £)S Iv- 
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Acting Chief, Records Control Section 
Liaison Contacts 


1. Thor n should bo a change in wording in Central Intelligence Agency 

Regulation | j Paragraph D. (2), dealing with liaison responsibilities. ' 

25X1 A This paragraph states that the CIA Records Officer will serve as the CIA 

Liaison to the • • , Bureau of the Budget on records problems, 

2. This wording was included in earlier writings of the duties of the 
CIA Records Officer because intor-agoncy transfers of custody of records were 
required by Exooutlvo Order to be submitted by the agency records officer 

to the Bureau of the Budget for clearance. This bad been superseded by 
Public Law 754 which charges the Administrator, General Services Administration, 
with promulgating regulations for such transfers. The CIA Records Officer 
now deals with the Director, Records Management Senrice, an official of the 
National Archives and Records Sex-vice, General Services Administration. 

3. Continuing liaison to handle CIA records problems was originally 
established by OCP between the CIA Records Officer and the National Archives 
and Records Service. All analysts in the Records Conti’ol Section may be 
involved in such contacts. 


4. The I&aison Division, OCD channels liaison problems with other 
agenoies on Records Management matters to the Records Control Section. 

OCD mokes initial liaison arrangements in accordance with CIA Regulation | | 25X1 A 

to permit direct contact between the CIA Records Officer and officials of 
the agencies concerned. 


5. To prevent possible confusion with the intent of Regulation ! 
which assigns all liaison with the Bureau of the Budget to the Comptroller, 
it is recommended that the word s "Bur eau of the Budget 1 ’ be deleted from 
paragraph D. (2) of Regulation F j 


25X1 A 
25X1 A 


6. It is recommended, also, tint there be added to Regulation ! I 
a statement with respect to liaison on records problems to read as follows: 
The CIA Records Officer, Administrative Services Office will arrange fox* 
or conduct operational liaison with the National Archives and Records Service 
in connection with its functions. (See Regulation] | 


25X1 A 


25X1 A 


25X1 A 


cc: Mgmt Office 1 — 

CIA Records Officer 


n pn 10 
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d* A procedure has hem Witten for the processing and 
depositing; of vital documents which has been, submitted to yon for 
approval through the Advisor for Jifamgeffierni, IMe procedure assumes 
the eeteblishaent of area record® officer® in each CIA activity In 
tho departmental are®, incorporate® forms required for the purpose 
of control, and Includes the nmt of an T?M my a tern of controlling the 
documents, locating of document®, mi) the running off of periodic 
inventories of documents on hand. 

a, The proposed procedure which has not yet been approved \ 
also includes deposits by area records officers and the CIA Vital , 
Documents Officer on Friday of «».0h week, This program ha© been sub- ' 
stanbially carried, out, 

f* T« cooperation with the ‘resident Manager oi' | | space 25X1 A 

has been sele cted into which all vital docement files, including those 
at | ~~l con hr asoved. The space selected will pr ovid e adequate 

room for expansion until the oowpleti.csn of the vault at □ for this 25X1 A 

purpose* 


fj, A T/o of 3 employees will be required to 'bring the vital 
documents prograse up to date to ocmtdLmo it or a current heals* These 
positions should be? a Custodian, r*S«12j a Clerk, «£-*»$ and a Tabulating 
tSaohine Operator, CS4t* This, of coarse, w&smade to you verbally on 
Saturday, 2 June 1151 • A custodial'! tee boon tentatively selected 
pending the establishment of this position. 


.3* As indicated above, there is no procedure or other means 
by Wihdch an exact report can be mde on tbs premnt status of this 
program. It oa» only be said that all offices are now participating 
In thin program end are regularly depositing material with the CIA ~ 
Vital tatariele officer, with the exception of the following* 

«• T h« Director of Central Intelligence 

b. The Deputy Director of CIA 

c. The Deputy Director for Plans- 

d. Medical h Procurement, and Training; offices under 
the Deputy Director for Administration 

o. The Office of National Estimates (?<atio»al Estimates 
reports are being; deposited through th® channels of OOP) 

f. Office of Intelligence Coordination 

£• Office of Current Intolligcnc® - 001 has not been 
satisfied with the security at Hedgemck and has 
delayed th© depositing of their material until better 
security arrangements are mads at either Wedgenock or 
WTO, That office ha® sad© some deposits ar.d is pre- 
pared to ra&kw additional deposits in the next few days, 

F«ch of the above offices has been contacted An regard to the matter 
and Kill bring their deposits up to date, (Except the Office of the 
Director and all Deputies) 
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7'ith respect to most of tb® other offices mentioned above, 
although in moot instances subordinate activities are depositing 
Material, it would im th&t boss® consideration should be given 
to the program by the Office of the Director and the off icon of 
the three Deputy Director© concerned* Thin question le raised 
for policy determination m to whether then© offices will partici- 
pate in thin program and if so, to what extent* 

hm ft fora for the purpose of reporting the status of the 
vital material® program i© now bolng developed, and it is believed 
that future reports can lie limited to one p&m with very little 
verbal description of the statue. 


25X1 A 


Mil :vm 
cct chrono 

25X1 A I 1 

?it. Mat* Program 
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Office Memorandum • united states goverWtnt" a ”’ 

T0 : Chief, Administrative Services date: jj May 1951 

from : Advisor for Management 

subject: Revision of the Administrative Services Office T/o. 


25X1 A 

25X1 A 

25X1 
25X1 A 


1. Responsive to your memorandum dated 1 May 1951 , subject 

as above, and subsequ ent confe rences related thereto, the under- 
signed approached Mr. I I regarding certain concepts of the 

Vital Documents Program. 

2. Mr. | | has made the following determinations 

relative to your proposals: 





. The CIA Vital Materials 


Officer will render technical guidance through the 
instrumentality of Agency directives addressed to the 
Resident Manager. 


b. Visits to the repository will be at the dis- 
cretion of the CIA Vital Materials Officer. No one 
may send or take material to the repository otherwise. 

c. Decisions as to whether or not documents are 
vital will be the primary responsibility of the 
originating office. The CIA Vital Materials Officer 
will render assistance to the Area Records Officers in 
arriving at such decisions. Where agreement c ann ot 
be reached through such means, the CIA Vital Materials 
Officer will refer the matter to higher authority for 
decision. 


3. The above decisions by Mr. | | will of course require 25X1 A 

revision of the attached papers which you submitted to this Office. 

In effecting this revision, it is suggested that you consider in 
addition the following points: 


a. Establishment of an intermittent file in 
Washington for the temporary retention of vital 
documents pending transfer to the repository. 

Such a concept would assume continuous flow from 
the submitting offices -to the intermittent file. 

b. Inventory reports can be rendered by the Cus- 
todian at the discretion of the Vital Materials Officer. 

UVi. i \ *1 »f I % : 

m '• .> g ,£{ 

B E C B i A E D 
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Because the Vital Materials Officer should have on file 
in his immediate area information as to the exact con- 
tents of the repository at any given time, you may con- 
sider it unnecessary to require periodic inventory 
reports by the Custodian. 


c. The foregoing revisions will require parallel 

revisions in your proposed Agency Regulation. Our 
issuance control officer, Miss I i will be 

pleased to assist you in determining which portion 

of your proposed instructions should go in an Agency 
Regulation and which portion should appear in an 
Agency Notice. 

d. As previously agreed, it is suggested that 
you list the positions proposed in the Vital Materials 
Section under the Records Analysis Section, thereby 
combining the two. 


1+. Upon completion of the above and submittal of your plan 
to Mr. | |for approval, it is suggested that you discuss with 

him the nec essity for increasing your T/o above the now approved 


strength of 


Thus, separate action is suggested for the six 


additional positions for Records Management. 


Attachments: Memorandum dated 5/l/51 
with 2 attachments. 
Charts 1, 2, and 3* 
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10 April 1951 


SUBJECT : Operating Procedure for Vital Materials Program - 
(Not Including Repository) 


SCOPE* 


PURPOSE : The purpose of this procedure is to institute a program for 
the orderly deposit of vital materials in a repository 
for safe keeping, 

2 * SC0PE t Th © program will include all vital materials, such as docu- 
ments, records, and equipment pertinent to the activities 
of the organizational components of CIA, i,e„, on the staff, 
operating, and administrative levels, 

DEFINITIONS : Explanation of several terms used in this procedure is 
provided as follows: 

a * Vital Materials - Vital materials are those specific 
items of security in the possession of Cl A, -which 
are essential to the administration of the agency's 
functions on a continuing basis and which, in th® 
event of destruction, would constitute an irreplace- 
able loss, 

h. Area Records Officer - An Area Records Officer is a 

responsible individual who, through authority delegated 
by his superior(s), is empowered to act in all matters 
pertaining to vital materials within his jurisdiction, 

c. CIA Vital Materials Officer - The CIA Vital Materials 

Officer is the Chief, Records Management and Distri- 
bution Branch, General Services Division, Administrative 
Services who, through authority delegated by his superiors ), 
is empowered to coordinate the vital materials program for 
all activities on an operating basis, 

d. The Repository - The repository is a place where vital 

materials will be stored for safe keeping, 

©• Custodian of the Repository - The Custodian of the 

Repository (hereinafter referred to as the Custodian) 
is a responsible individual who, through authority 
delegated by his superior (s), is empowered to administer 
the functions of the Repository, 

f. Office of Origin - The tern "Office of Origin" is any 

office holding custodial jurisdiction over certain vital 
materials which, pursuant to the purpose of this program, 
should be moved to a place of safe keeping. The term may 
be construed as synonymous with "Office of Primary Interest," 

CATEGORIES OF VITAL MATERIALS : Appendix A, Charts 1, 2, and 3 comprises 
a tabulation of the several categories of vital materials by 
office of origin. Adherence to an organizational and functional 
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listing of vital materials is necessary not only as part 
of an overall agency records control program, but also to 
preclude unnecessary duplication of effort in costly repro- 
duction processes. 


OBJECTIVES : Listed in the order of logical sequence, the objectives of 
the program are eight in numbers 

a. The determination of a safe storage for vital materials 
in a repository, 

b. The direot deposit of certain types of vital materials 
in original form. 


c. The indirect deposit of selected vital materials which, 
to meet administrative or operational needs, cannot be 
deposited in original form, thus requiring duplication 
to assure preservation,, 

d. The physical transfer of vital materials under proper 
security protection to the repository* 

e. The maintenance of periodic and scheduled deposits to 
assure the availability of vital materials in the 
repository on a current basis 0 

f » The filing and storage of vital materials under a system 
that provides appropriate reference codification. 


g. The disposition of those vital materials which have beoome 
non-record or non-current for reference purposes by 
replacements or other expiration of their use. 

h. The submission of periodic Inventory reports to offices 
of origin by the custodian of the repository, 

6. DEPOSIT SYSTEM: The deposit system will entail two (2) methods of 

depositing vital materials in the repository. The first, a 
direct method will be used when offices of origin plan to 
store in the repository for safe keeping certain types of 
vital materials such as registered or other documents, and 
record series groups in original form or equipment of high 
security classification. The second, an indirect method will 
be employed when offices of origin desire to hold vital 
materials in original form for administrative or operational 
reasons and plan to store reproduced copies thereof for safe 
keeping. The indirect method may also be construed as flexible 
to permit the holding of vital materials in duplicated form, 
if desired, and the depositing of the originals. 
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a« Requirements - The requirements under this system are 
provided as follows: 

(1) Planning the flow of vital materials to the 
repository on a scheduled basis* 

(2) Scheduling the reproduction operations* 

(3) Maintaining the quality and identification 
of the duplicated materials, 

(h) Completing the physical transfer of the materials. 

{$) Arranging for the security protection of the 
materials while in transit. 

bo Deposit Schedule - Effective 1 May 15>£l, the following 
schedule of deposits vdll be maintained by all CIA 
offices to store vital materials in the repository: 

(1) Direct Deposits - Once each month pursuant 

to schedules to be furnished by the CIA Vital 
Materials Officer through whom arrangements may 
be inade for transportation, security, and other 
essential details, 

(2) Indirect Deposits - On Friday of each week, 

pursuant to schedules to be furnished by the 
CIA Vital Materials Officer listing the several 
CIA offices on a staggered basis. 

c. Visits to Repository - The Area Records Officer, having 

vital materials to deposit, vdll accompany the CIA 
Vital Materials Officer to the repository on the 
scheduled dates of deposit, 

d. Report - Any Office of Origin, not having vital materials 

to deposit on the scheduled dates of deposit, will 
make advance negative reports in writing to the CIA 
Vital Materials Officer, 

7. ORGANIZATION : The organizational framework essential to implement the 
program will entail the close cooperation of three operating 
elements, identified individually as follows: 

a. An Area Records Officer for each office — on' the staff, 
operating, and administrative levels. 

b. CIA Vital Materials Officer — Administrative Services. 

c. The Custodian, 


Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 


Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 


- h ~ 


8 * FJM GTIONS : The operating elements will perform the following functions, 
respectively: 

a. Area Records Officer — The Officer will; 

(1) Select, prepare, and identify vital materials as authorized 
for transfer directly from the office of origin to the 
repository,, 

(2) Select, prepare, and Identify vital materials pursuant to 
predetermined schedules for transfer indirectly from the 
office of origin through the CIA Vital Materials Officer 
to the repository, 

(.3) Prepare and initiate CIA Form No. "Transfer Slio". 

as appropriate „ 

(h) Hold vital materials to be transferred in suspense file 
pending date of scheduled deposit* 

(5) Accompany CIA Vital Materials Officer to the repository 
on dates of scheduled deposits* 

(6) Make physical deposits of vital materials in repository, 

(7) Bring to the attention of the Assistant Director or Chief 
any changes in the inventory that have occurred since the 
previous quarterly report, 

(8) Consult with the CIA Vital Materials Officer on a continuing 
basis on matters pertaining to vital materials under his 
jurisdiction. 

(9) Initiate, execute and process forms, certificates, and 
reports prescribed herein as warranted. 

b * CIA Vital Materials Officer — The Officer will advise and assist 

Area Records Officers on a continuing basis on matters pertaining 

to vital materials and will coordinate the Vital Materials Program 

on an operating basis by: 

(1) Preparing and furnishing schedules, and completing arrange- 
ments for the physical transfer of vital materials directly 
from offices of origin to the repository* 

(2) Preparing weekly and/or monthly schedules, and completing 
arrangements for the physical transfer of certain duplicated 
vital materials indirectly from the several offices of origin 
to the repository. 
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(3) Follow up on schedules to Insure that offices are 
forwarding vital materials on a continuing basis. 

(h) Duplicating vital materials where original copies 

cannot be deposited, and establishing schedules therefor. 

(5) Inspecting quality of duplicating processes used for 
vital materials. 

(6) Completing CIA. Form Mo, "Transfer Slip" as appropriate. 

(7) Making scheduled visits to the repository for the deposit 
of vital materials, 

(8) Maintaining control file of receipts for duplicated vital 
materials signed, by the Custodian upon deposit in the 
repository. 

(9) Procuring of personnel and equipment essential to 
implement the vital materials program with respect 
to indirect deposits. 

c . Custodian — The Custodian wills 

(1) Receive, verify and receipt for vital materials deposited 
through the CIA Vital Materials Officer. 

(2) Complete CIA Form No. "Transfer Slip", as appropriate. 

(3) Establish and maintain an appropriate reference system 
that will provide broad codification to facilitate access 
to vital materials, 

(U) Prepare and furnish periodic inventory reports to the 
several offices of origin. 

(5>) Complete destruction or return of vital materials to 
offices of origin, as directed. 
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CONTROL OF VITAL MATERIALS — Tile following procedure Is prescribed 
for the control of Vital Material: 


a. Transfer Slip- CIA Form No, ’'Transfer Slip” (See 

Appendix $)’" mis been devi sed ns a basic means of 
establishing administrative control over vital materials 
flowing to the repository by both direct and indirect 
methods of deposit. This le a four-part manifold 

form which provides for the recording of specific 
control data by each of the three operating elements, 
respectively, as follows: 

(1) The Area Records Officer — The Officer will initiate 
the form , recording in the spaces provided essential 
identifying data such as office, of origin, date, 
deposit number, description of material, date and 
number of pages, and also the deposit method, 
retention period and replacement data, 

(2) Vital Materials Officer — The Officer Yd 11 complete 
the spaces provided for reproduction data such as 
reel number, frame number, date and also, record 
the transfer date and any special instructions, 

(3) The Custodian — • The Custodian will complete the 

faces' proved for the storage numbers i.e. cabinet 
and. drawer and, subsequently, the disposition dates 
for either the destruction or return of the vital 
materials to the office of origin, 1 . 

b. Deposit Numbers — Each Area Records Officer will maintain 
a separate series of deposit nurf-'ors in numberical sequence, 

c« Distribution of Copies — Each copy of the form reflects the 
required distribution and, thus , is self-explanatory. 

Each Area Records Officer will maintain a control file of 
copies Numbered 1 and 3» Copy Number 1 will be placed in 
the control file before the vital materials are moved to the 
repository. Copy Number 2 will be fastened securely t o 
the materi al and remain therewith while in storage. Copies 
Numbered 3 and 1a will be taken to the repository by the 
Area Records Officer where the Custodian, after executing the 
receipt (Copy Number 3), for indirect deposits, will place 
copy Number U in his control file. The foregoing will 
apply to both direct and indirect methods of deposit except 
that in the case of indirect deposits, the Area Records 
Officer will not separate the oopies of the form for 
distribution until after reproduction operations have been 
completed. 
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RqcoW — The Custodian -will execute the receipts 
for indirect deposits. However, as ho will have no 
knowledge of the contents of direct deposits he will 
not bo required to receipt therefor nor compile 
reports of possession thereof. 

Identification of Vital Materials — The identification of vital 
material sis prescribed as follows : 

a * ’Fi'klft pafle - All materials recommended for storage as 
vital will reflect the Office of Origin, the long 
and short title and serial number which will conform 
with the file series established for each office 
respectively, as provided in Appendix B. The word 
"vital” will appear on the outside cover of all 
materials, '//here the material concerns a document, 
as such, the data prescribed above will appear on the 
title page (inside front cover), and each succeeding 
volume of a multi-volume document will bear a separate 
short title. Where the materials entail records only, 
the subject matter of each group in the records series 
will be substituted for the "title" as appropriate, 
Where the material comprises equipment, the name, make 
and model number will suffice for the "title". 

b. Correspondence and Reports - All references to vital 

materials in possession, inventory or transfer, such 
as reports, reports of destruction, or correspondence 
will be by serial number, date and short title only. 

In using a short title every symbol of the short title 
will be included. Any correspondence on paper v/hich 
refers to vital materials by titles other than the 
short titles will be assigned a minimum security classi- 
fication of SECRKT, i.e., if the reference discloses 
that the material is vital. 

c * RQ'vision of '/Ital Materials - A revised edition of existing 
vital materials may be assigned, a new short title but, 
where this is undesirable, the old short title followed 
by a symbol which will differentiate the revised edition 
from the old is permissible. 

Reproduction - Reproduction of vital materials in whole or 
part is forbidden except by specific authorization of 
the office of origin. "When authorized, reproductions 
will show the reproducing office, authority for such 
reproduction, and the number of copies reproduced. In 
addition the office of origin will be notified.. 
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e. Transfer of Vital Materials - When vital materials are trans- 
f erred from one office of origin to another, or the 
organisation's designation changes, a certificate of 
transfer will bo made in triplicate by the assignee or the 
successor organization. The certificate will be signed 
by the Area Records Officer transferring the material. The 
original and one copy will be forwarded to the CIA Vital 
Materials Officer who in turn will forward both copies to 
the Custodian of the Repository for recei and acknow- 
ledgement. A copy of the certificate of cansfer will 
be retained by each office concerned. 


f • Destruction of Vital Materials - Normally, the Office of 
Origin will designate when vital materials are to be 
removed from the repository and destroyed. The Custodian 
will be responsible for the disposition of vital materials 
which arc to be destroyed at the repository. In this 
responsibility, he will adhere to CIA Security Regulations 
covering the destruction of classified material. A copy 
of the certificate of destruction will be forwarded to 
the Office of Origin and to the CIA Vital Materials 
Officer for record. 


11. Inventory of Vital Materials 


a. The Custodian will maintain a master inventory of all vital 
material by Office of Origin and will make, or have made, 
each quarter of every year, and accurate return thereof to 
each office concerned, respectively. 

b. In making thr? quarterly report of possession the following 
details will be observed: 

(1) TP ach item will be physically inspected and its 
serial deposit number checked with the inventory. 

(2) The custodian of the repository will take the 
inventory and will sign the report. 

c. A quarterly report of possession vrt.ll not be required for: 

(1) Vital Materials which have been received, subsequently 
destroyed, and a destruction report rendered 
thereon within a single quarterly period. 

(2) Materials which have been placed in the repository 
for historical purposes only, with the express 
approval of the Custodian, 
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SECURITY - Classified vital materials will bo transmitted in 

accordance with paragraph 29 of CIA Security Regulations. 

a. Transmission of Vital Materials - The transmission of vital 
materials will be effected by direct contact wherever 
practicable. Responsible officers of the three operating 
elements will provide security of transmission from one to 
another. Vital materials enroute to the Repository will be 
protected by an armed courier, 

k* storage of Vital Materials - Vital materials will be stored 
three way combination safes when in possession of any 
of the three operating elements i.e. where not in transit 
or other process. Safes containing vital materials will be 
kept locked with full combinations whenever they are not 
under the direct supervision of the officials intrusted with 
the combinations, respectively, 

^yyP^'QEy&phic Documents — Cryptographic documents, 
so far as practicable, cipher tables, alphabets 
and keys will not be kept in the same safe as 
classified code books, documents and devices to 
which they apply, 

c * Access to Safes - In addition to the Custodian the only 
officials authorised to have access to the vaults and to 
have the combinations, keys find access to the safes housing 
vital materials at the Repository arc designated as follows : 

(1) The CIA Vital Materials Officer 

(2) The Area Records Officer of Interest 
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SYNOPSIS: This regulation provides for a con- 
tinuing Agency Records Management Program to 
control and improve records from their creation 
or receipt to their disposition. 
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1. GENERAL 

a . SCOPE 

All record material of the Agency is encompassed by this regula- 
tion, including that transmitted electrically. 

b. RECORD MATERIAL 

For the purpose of this regulation, record material is defined as: 
all books, papers, maps, photographs, films, recordings, or other 
documents and material regardless of physical form or characteristics, 
made or received by any part of the Central Intelligence Agency pur- 
suant to Federal law or in connection with the transaction of public 
business and preserved or appropriate for preservation by CIA or 
its legitimate predecessor or successor organizations as evidence 
of the organization, functions, policies, personnel, decisions, 
procedures, financial or legal transaction, operations, or other 
activities or because of the informational value of data contained 
therein. "Records" and "record material" may be used interchangeably. 

c. RECORDS MANAGEMENT PROGRAM 

The Records Management Program consists of the elements listed and 
described below: 

(l) Reports Management- -The analysis, improvement, and control of 
administrative reporting. 
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(2) Correspondence Management- -The application of improved stand- 
ards and procedures for the preparation and handling of 
correspondence . 

(3) Forms Management— The analysis, design, and control of forms. 

(4) Records Maintenance --The establishment of standard procedures, 
systems, equipment, and supplies for records maintenance. 

(5) Records Disposition- -The economical and systematic disposition 
of Agency records including their preservation, retention, 
transfer, protection, and disposal according to approved 
schedules. 

(6) Vital Materials --The timely selection, transfer to, And main- 
tenance in an Agency designated repository of record materials, 
documents, and files ’which are essential to the continued oper- 
ation of CIA in an emergency and the destruction of which would 
constitute a serious or irreplaceable loss. 

2. POLICIES 

The Agency Records Management Program shall be administered on a de- 
centralized basis through Major Component* programs governed by the 

following policies: 

a. Records shall be made and preserved to provide adequate and proper 
documentation of the organization, functions, policies, decisions, 
procedures, and essential transactions of the Agency. Such records 
shall be designed to furnish the information necessary to protect 
the legal and financial rights of the Government and of persons 
directly affected by the Agency's activities. 

b. Measures shall be taken to insure that essential records are created 
and maintained by the most efficient and economical methods. 

c. Measures shall be taken to insure that nonessential records, reports, 
and forms are not created. 


-* Major Components are the Offices of the Deputy Director (Plans), 
Deputy Director (Intelligence), and Deputy Director (Support). 

2 
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d. Records essential to emergency operations of the Agency shall be 
promptly and currently deposited at a relocation site. 

e. Ohe Agency Records Center shall be a facility for storing, proc- 
essing, and servicing of semiactive or retired Agency records, 
and will serve as an Agency archival facility. The Records Center 
shall be compartmented and controlled in such a manner that the 
defense classification or sensitivity requirements of the oper- 
ating components are honored. 

f. Records control schedules shall be developed to identify and 
preserve records of permanent value; to provide for the scheduled 
removal of noncurrent records from office space and filing equip- 
ment to more economical storage; and to provide for the scheduled 
destruction of records of temporary value. 

3. RESPONSmilTIES 

a. CHIEF, RECORDS MANAGEMENT STAFF 

The Chief, Records Management Staff, is responsible for: 

(1) Staff guidance, assistance, and coordination of the Agency 
Records Management Program by providing broad plans, policies, 
standards, and guides. 

(2) Providing forms analysis, design, and reference services and 
for approving new or revised forms and requests for reprints. 

(3) Reviewing and approving records control schedules and requests 
for equipment, services, and supplies to the extent necessary 

to assure compliance with Records Management Program requirements. 

(4) Providing technical guidance to the Records Center and Vital 
Materials Repository. 

(5) Maintaining Agency liaison with the National Archives and 
Records Service, General Services Administration, and other 
Federal and private organizations on records management matters - 

(6) Review of the component Records Management Programs. 
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b. DEPUTY DIRECTORS 

The Deputy Directors are responsible for: 

(1) Establishing; directing; end maintaining CIA component Records 
Management Programs consisting of the elements referred to 

in paragraph lc, and guided by the broad plans, policies, 
standards, and guides promulgated by the Records Management 
Staff. 

(2) Maintaining such liaison with other offices of the Agency as 

is required in the performance of component records management 
responsibilities. 

(3) Designating an individual who will be responsible for the 
development and administration of the respective component 
Records Management Programs. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



DISTRIBUTION: AB 
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UNITED STATES GOVERNMENT 


to : Chief, Regulations Control Staff 


date; 5 November 1956 


from ; Chief, Records Management Staff 


25X1 A 


SUBJECT: Proposed Regulation, NutnbeJ 
(Job No. 705 -VJB) 


cords Management 


1. All comments on the subject memorandum have been incorporated 
resolved, or withdrawn as described below: incorporated, 

Mr Tfe ' lso M fSggr r 18 -T ^ Re fG uf nC S * Para graph 2 (renumbered l) 
Mr. Reynolds agreed to withdraw his comment. 


25X1A 


DP/l - Reference. 


Paragraph P a4, Line 2 (renumbered 2a4) Mr. 

comment could be withdrawn, 


- T ~— r — r - .. , . , 1 uuuj.u ue wixnaraw 

5“ f p i 1 v °iu thiS P ® 1 * 0 graph does not require that the 
Record Center be the only storage facility for inactive Records. 




Office of Logistics - Miss 


25X1 A 


the ^lationloes'^t include 1 the details needed to opSatfth^ 
?hpm h *l t ? 6y 5 aVe agreed that the revision is acceptable to" 
JesSlvId an ?oSo W sf '"‘“S 1 ’ 8 '”- ^ SPe0ifl<: C °” ent9 

Paragraph 2a (renumbered la) - The exception for DD/P l - 
Sas°withd?aTO llminated in the revision and their comment 

Paragraph 3a (renumbered 2a) - The term, "Area," was 
eliminated in the revision which was acceptable. 

Para Sraph 4a3 (renumbered 3a3) - Comment was withdrawn 
when it was pointed out that this regulation only provides 
the authority for release of such notices as specified in the 
original comment. F 1 a in tne 

T ^/ aragr ^ ph 5 " a5 (numbered 3a5) - This comment was 
w hdrawn when it was pointed out why no exemption was needed. 

Paragraph 4b2 (renumbered 3b2) - Comment was withdrawn 
Y po J. a g reeni ent that it was not appropriate for inclusion 
in this regulation. 

and °g -, lce — ~ 1116 p ? raBe ln lotion vas eliminated 

and Mr. | | agreed that the regulation was acceptable. 
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Mr. 


Office of Train ! hr - The spe cific comments were resolved with 


as 


Paragraph 2b7 (renumbered 

made . 

Paragraph 3a3 (renumbered 

made . 


follows : 

lb7) - Acceptable revision 
2a3) - Acceptable revision 


Paragraph 3a4- (renumbered 2a 4) - Acceptable revision 

made . 

Paragraph 4al (renumbered 3al) - Revised as suggested > 

Paragraph 4a4 (renumbered 3a4) - The comment was withdrawn 
when it was pointed out that the change was not acceptable 
to DD/P. 


Office of Commu nications - Reference, Paragraph 2a (renumbered 
la / - Miss] Agreed that the revised statement was satis- 

factory, but that if any exception was subsequently written in 
for DD/P records it would have to include the records of the 
Office of Communications. The DD/p has requested no exceptions. 

Office of the Comptroller - In the discussion with Mr. I ' I 
and l I their specific comments were resolved as fol iuwa : * 

Paragraph 2a (renumbered la) - The revision in this draft 
overcomes the previous objections. However, a new question 
was raised concerning legal custody by CIA of some of the 
records of predecessor organizations. The matter was discussed 
with the General Counsel, Mr. Houston, who assured us that this 
regulation can legally apply to these records. 


Paragraph 3a4 (renumbered 2a4) - The revision satisfies the 
objections previously raised. 

Paragraph 4a2 (renumbered 3a2) - This comment was with- , 
drawn. 


Paragraph 4a3 (renumbered 3^3) - This comment was with- 
drawn upon agreement to include the words "Records Management" 6 "' 
preceeding "program requirements". 

Paragraph 4a5 (renumbered 3a5) - Comment was withdrawn 
following a discussion in which it was pointed out that: 

a. No conflict with the Comptroller’s regulation 
is involved. 

b. This provision for liaison on records manage- 
ment matters is consistent with regulations 
of other offices having responsibility for 
liaison on specific functions, and is consistent 
with the regulations of other Government 
Agencies with respect to Records Management, 
Liaison with GAO. 
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Paragraph 4a 6 (renumbered 3a6) - The revised paragraph 
satisfies the objections previously made. 

Paragraph 4b3 (renumbered 3b3) - The requirement for 
rendering reports has been eliminated from this revision 
and the comment has been withdrawn. 

/ DP/P - The comments of the DD/p were general in nature and 
this revised draft satisfies their objections. The concurrence 
was signed by Mr. Hulick. 

2. In view of the extended length of time that the regulation 
has been in the process of preparation and coordination and because 
there is a real need for it^ we would appreciate you handling it as 
expeditiously as possible. 


25X1 A 
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MEMORANDUM FOR: Chief, Regulations Control Staff 

SUBJECT: Proposed Regulation ] ~1 "RECORDS 25X1 

MANAGEMENT" (Job //1320-VJB) 


1, While agreeing with the need for a regulation to 
cover " Records Management*' more adequately than the present 

I I this office does not concur in the subject proposed 

publication as written, 

2* A Clandestine Services records management program 
has been functioning for some time under the general guidanoe 
of the Chief, RI as the DDP Area Records Offioer* Because 
of the sensitivity of many records within the Clandestine 
Services, it is believed that DDP should be given special 
consideration in any records regulation promulgated for Agency- 
wide use 0 It is believed that he should be delegated authority 
therein to continue the maintenance and further development 
of a CS records management program responsive to his particular 
requirements, compatible with CS organizational needs on a 
world-wide basis, and in general conformity with the over-all 
Agency records management program. It is contemplated, of 
course, that DDP would seek the advice and assistance of the 
Management Staff whenever necessary or appropriate, 

t, 

- a fa'” 

{J ' 

y :S ; 
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CHARLES V. HULICK 
Executive Officer, DD/P 
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Office Memorandum • united states government 


TO : Chief, Regulations Control Staff 


DATE: 7 OCT 1955 


from : Deputy Comptroller 


SUBJECT: proposed Regulation 
(Job 1320-VJB) 


- Records Management 


1. This Office concurs in the proposed regulation subject to 
revisions, as follows: 

a. Subparagraph 2a 

Inasmuch as certain records in this Office relate to operational 
projects of the Deputy Director (Plans ) which should be exempted 
from the provisions of the proposed regulation, insert "and 
records relating to such projects in any other Agency component," 
after the title, "Deputy Director (Plans)." 

b • Subpr .-agraph 3 a (^) 

By substituting "except those precluded due to security classi- 
fication or sensitivity" for "regardless of security classification 
or sensitivity," the subparagraph would become acceptable. 


c . 

, ,v v K 




Subparagraph 4a (2) 

Add to this subparagraph "except such forms as are used solely 
for the accumulation of data by and within an Agency component." 

Subparagraph 4a (3) 

Insert "forms design" preceding "services" and "filing" preceding 
"supplies , " and "equipment. " 


e * Subparagraph 4a(5) 


v/- 


i'LJ/''" 


^ Certain officials in the General Accounting Office have been 
■ ? cleared to handle our budget and financial problems and these 
officials are familiar with our budget and finance methods and 
operations. In order that this subparagraph may not be construed 
to authorize the Chief, Management Staff, to contact the General 
Accounting Office as one of the "other" Government agencies, 
as well as exclude budget and fiscal matters from such liaison. 


i t r* tii (' 4 ... I 

b c v i 1 1 * jJtl 
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the Office suggests the subparagraph be revised by adding at 
the end thereof the following: 

except that all liaison with the General Accounting Office 
shall be under the supervision of the Comptroller." 

f . Subparagraph 4a (6) 

"Operational audits" should be defined, together with the purpose, 
nature, scope, and extent of the examination contemplated. 
Furthermore, certain records under jurisdiction of the Comptroller 
should not be made the subject of such audits. 

g. Subparagraph 4b ( 3 ) 




,,S' 


' 

,A I "* l 

/ ^ 
& c 17 

P rt c J 


Ah " ‘ 


This subparagraph should denote the type and kind of reports 
contemplated. 
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CONCURRENCE SHEET 


PROPOSED ISSUANCE: 
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Draft dated 12 August 1955 


CONCUR: 

(a) Substance 

(b) Rescission of CIA Regulation No. 

(c) Classification 

(d) Distribution 
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f, Administrative Staff 
LOGISTICS 


Office 

8 0 SEP 1955 


Date 


COMMENT 

See Attachment. 
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1. This Office concurs with the principles set forth in the 
proposed regulation. However, we wish to reserve the priviledge of 
reviewing and commenting on such requirements as may be made of this 
Office in the form of procedures remaining to be developed under the 
responsibilities stated in paragraph U.a.(l). 

2. Comments regarding specific portions of this regulation are 
as follows: 






Paragraph 2. a - This paragraph should be clarified as to its 
intent regarding records created or accumulated by other elements 
of the Agency in support of operational projects of the DD/P. 

Paragraph 3»a - Recommend "Areas" be defined. 

Paragraph 4. a. (3) - Responsibility for reviewing and approving 
requests for filing equipment and supplies has been delegated 
to Area Records Officers by Agency Notices 


Paragraph 4.a.(5) - No provision is made for exemption of covert 
and other sensitive records from submission to GSA and Congress 
for authorization of disposal schedules. 


i, Paragraph k .b . (2 ) - Suggest that Operating Officials designate 
Individuals to administer their area programs and that the 
r responsibilities of the area administrators be defined. 


/ r 




I ' ( V s " ’ 
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c -o -n -f -:j: -n -e -:n -t -i -a - l 


TO: REGULATIONS CONTROL STAFF, 


25X1 A 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: 


| Records Management 

Draft dated 12 August 1955 


CONCUR^ 

Substance 

(b) Rescission of CIA Regulation No. 
Jcc) Classification 
^^■■■■•Distribution 


25X1 A 


25X1 A 
25X1 A 



COMMENT 2.b, (7) Reword to read: Vital materials - The timely selection, 
transfer to, and maintenance in a repository, of records essential .to the 
Agency on a continuing basis and w^hich, if destroyed, would constitute an 
irreplaceable loss. 3 «a. (3) ^ Reword to read: Records essential to emergency 
operation shall be currently deposited at approved relocation sites. 3.a.(^) l - y ' 
Reword to read: The Agency Records Center as well as repositories at~app'roved 
relocation sites sh all be the, facility for storing, processing, and servicing 
Agency, etc.... a. (l)^ Add: .... staff guidance and assistance for area program, 
^ .a. (4) Record to read: Technically supervising operations of the Records Center 


hd Vital Material Repositoiy and repositories at approved relocation sites. 


(Job #1320~VJR) 

Due: 2 September 1955 
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C-O-N-F-I-D-E-N-T-I-A-L " ' 


TO: REGULATIONS CONTROL STAFF, 


25X1A 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: 


I Records Mar axeman t 

Draft dated I'd August 'joy) 


CONCUR: 

(a) Substance 

(bj Rescission of CIA Regulation No. 

(c) Classification 

(d) Distribution 


25X1 A 


25X1A 


Signature 

Assistant to the m/l (Admin. ) 
Office 


1 September 1955 
Date 


Re^Sei Da?a S r h N ^ ?f" ce ° f Securi ^ has requested that 
l* W i thln rei n ls recommended that the- 
" f; exception of Restricted Data" be inserted in line 
** para. 3 a (Zjj immediately after the word "records". 


25X1 A 



J.f M 
a.\ r n ; 

/,$-**> „/ 

* IT- 4* 

> c c > 

1 A r? C 

\ A V . 



C-O-N-F-I-D-E-N-T-I-A-L 


(Job. #13SO-VJB) 

Due: 2 September 1955 
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C-O-N-M-D-E-H-T-I-A-L 
TO: REGULATIONS CONTROL STAFF, 


25X1 A 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: 


I Records Man.sgoir.ent 

Draft dated 12 August 1935 


CONCUR: 

(a) Substance 

(bj Rescission of CIA Regulation No. 

(c) Classification 

(d) Distribution 


25X1 A 

25X1A 


COMMENT 


25X1A 


signature 

Policy Staff/OS 

Office 

toUG 3 1 1955 


Date 


% 


% \ 



j . • '*•’ ; . . , t .v, 

C-0-N-F-I-D-E -N -T -I -A - L 


(Job. #1320-VJB ) 

Due: 2 September 1955 
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C-O-N-M-n-E-N-T-I-A-I, 


T°r REGULATIONS CONTROL STAFF, 


25X1 A 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: | | Reccrt. Mane^t 

Draft dated 12 August 1955 

CONCUR: 

(a) Substance 

(b) Rescission of CIA Regulation fi 0 

(c; Classification I— 

(d) Distribution 



COMMENT 


25X1 A 


25X1A 


•;0‘v\sAV\ v , A y > 

e-n-t-i-a-l 


(Job #1320-VJB) 

Due: 2 September 1955 
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"• \ ! : \ 

C - 0 -N -P-I - D- E-N - T-I - A- L 

TO: REGULATIONS CONTROL STAFF, 


25X1 A 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: 


| Records Managemant 
urart dated 12 August 3 955 


CONCUR: 

(a) Substance 

(b) Rescission of CIA Regulation No. 
{ c ) Clas s i f i c:a t i on 

(d) Distribution 


25X1 A 


25X1A 


25X1 A 

Signature ' 

Acting Director of Personnel 

Office of Personnel 

2 4 AUG 1955 

Date " ~ 

COMMENT 

None 


, - • ; r n . S J tt-’i 

V"' (Job, #1320-VJB) 

, ,* u Due: 2 September 1955 

'' • T//E 

C-O-N-F-I -D-E-N -T-I -A-L 
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C-O-N-FjI-D-E-M-T-I-a-L 

TO: REGULATIONS CONTROL STAFF, " 


25X1 A 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: | | Records Manawwent 

Draft dated 12 August i .955 

CONCUR: 

(a) Substance 

(b) Rescission of CIA Regulation! 

(c) Classification 

(d) Distribution 


25X1 A 


25X1 A 
25X1A 


COMMENT 



Date 


(Job. #1320-VJB) 

Due: 2 September 1955 


c-o^-f-ijd-e-n-t-i-a-l 
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C-O-N-F-'I-D-E-N-l’-I-A-L 
TO: REGULATIONS CONTROL STAFF, 


25X1 A 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: 


| Records Management 

Draft date-1 12 August X?55 


CONCUR: 

(a) Substance 

Ob) Rescission of CIA Regulation Mo. 

( c ) Class! fic-nt :l on 

(d) Distribution 


25X1 A 


25X1 A 


COMMENT 





sa-dd/s 

Of f i ce 


25X1 A 


-22 August 1951 

Date 


NONE 



C -0 -N-F-I -D -E -N -T -I -A -I 


(Job. #1320-VJB) 

Due: 2 September 1955 
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' •' C-O-N-F-I-D-E-N-T-I-A-L 


1 J o-. / ?po 


TO: REGULATIONS CONTROL STAFF, 


25X1 A 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: Records Management, 

Draft dated 12 August 1955 

CONCUR: 

(a) Substance 

(bj Rescission of CIA Regulation No[ 

(c) Classification 

(d) Distribution 

OCC only: (e) Authentication by __ P2/s 

insert one 


Office of General Counsel 

Office 


25X1 A 


25X1 A 


(DCI or DD/s) 



25X1 A 


COMMENT Par. 4a (5). The last part of this paragraph regarding the 

obtaining of Congressional authorizations for the retention u:<d 
disposal of records could be Misinterpreted to lxxplnge upon the 
exclusive authority of the Legislative Counsel to conduct liaison 
vith the Congress. It is recowaended that this paragraph, be- 
ginning after the last conaoa, be changed to read as follows: 

. .including liaison with National Archives for the 
: purpose of obtaining Congressional authorizations for the 

retention and disposal of records". 


This Office concurs in 
reccamended above. 


subject to the Modification 25X1 A 






(Job. #1390-VJB) 

Due: 2 September 1955 


C-O-N-F-I -D-E-N -T-I -A-L 
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C-O-N-F-I-D-E-M-T-I-A-L 


TO: REGULATIONS CONTROL STAFF, 


25X1 A 

1 9 AUG 195^ 


CONCURRENCE SHEET 


PROPOSED ISSUANCE; 


| | Records Management 

Draft dated 12 August 1955 


CONCUR: 

(a) Substance -See remarks below 

(b) Rescission of CIA Regulation No. 

(c) Classification 

(d) Distribution 


25X1A 


25X1 A 
25X1 A 



Signature 


— Drr epi:p r.-of Communicat; on o 

Office 

/.? 

Date ^ 

COJ4MENT 

Para. Za should include a statement to the effect that those 
Office of Communications records in support of DD/P projects are 
also exempt from this regulation. 






m ,‘y 


■ ’ (•* I ,* 

1 -O-N-F-I -D-E'-N^r-A -L 

'■''-Md 


(Job. #1320-VJB) 

Due: 2 September 1955 
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PROPOSED ISSUANCE: I I Records Management 

Draft dated 12 August 1955 

CONCUR: 

(a) Substance 

(b) Rescission of CIA Regulation No. 

(c) Classification 

(d) Distribution 


25X1 A 


25X1A 

25X1A 



Office 


U 1955 


Date 


COMMENT 


^ i, 

-a wwm 

i '■ t t ^O^N^I-D-E-N-T-I -A-L 

o Tvi Y/iainT 


(Job. #1320-VJB) 

Due: 2 September 1955 
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v ' C-0-N-F**I-D-E-N-T-I-A-L ' ' 


TO: REGULATIONS CONTROL STAFF, 


25X1 A 


ft* 


CONCURRENCE SHEET 


PROPOSED ISSUANCE: 


Records Mans.geir.ent 


25X1 A 


Draft dated 12 August 1955 


CONCUR: 

(a) Substance 

(b) Rescission of CIA Regulation No. 

(c) Classification 

(d) Distribution 


7 25X1 A 



25X1 A 


Signature 


COMMENT 


P MMK £ . 


Office 

/ ? /h/a ost" 

/- Date 


t 


i 


i 


(K~ 


/istajfa 4i\ 


i^Ux. ^v<3 < 


25X1 A 


6^ ~ig /)/Ccd 1 fig-? ^ 

^ S\vs < i t o-v~> U^£uo&\. (jLA-^ €° 



25X1A 


„■ \?P 





■jTVW/j , 

v>y 


(Job. #1320-VJB) 

Due: 2 September 1955 


4 ■ ■ j U c ■'■.'■ 

C-O-N-F-I-D-E-N-T-I-A-L 
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IS) 


■x o i 
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MEMORANDUM FOR: Deputy Director (Administration) 

SUBJECT: Proposed Regulation No. 

Records Management 


1. Subject regulation is submitted for your 
consideration and annroval. It replaces Agencv 
Regulation NoJ 1 


2. It is necessary to revise the Records 
Management Regulation to reflect the recent reor- 
ganization which made the Management Staff respon- 
sible for the records management function and to 
further clarify the policies, objectives and scope 
of the records management program and assign re- 
sponsibilities for its implementation. 


Chief, Management Staff 


Attachment 

Proposed Reg. No. 


SECRET 
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25X1 A 


25X1 A 


25X1 A 
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GFCWP 


no , 


VI; .’C08 7&, 

P^oclBoion: CIA m 0i 


■'*' v ‘"*i' v r/', ’*■> fi 




OBtECTlV;- W* .;r f ..-r T 

polices 

.0*';? rfjTv'v- • 

• l * Oxv’<£ *IAI> 




f p'V v ''} . 

JCT0T> ^'‘^ART.rr.w’^^ ' ‘ < 


Vhlfj He.^lation esitf&UirtwKs A ^,, v ,.. Mi(V , v _ ., ,. 

i'rr&tw* owl proscribe f *sner*U ™ Li 

I1;o 2^g«?W8®ata\re 0 ?" 

arable* ! ^Sutei J ' l f r 7 ^>> °«*r 

S’alinles . ' '” «M ©xistic/^ A&swsy 

2 , OBJECTIVE iU® SCOP# 

SaSS? ^Jr 01 ^ «** detent 

resultant ©cosaowW' -? J5 •® ?Q r«|Ir^‘‘^;7^ n 1 ^ w i i0 vith 

“TAJ? «»" »rn i: , 

u *” m^or cleats/ ^ •»!««» fcw» or 

il * 'ft©'50Td.S CTO&ti£JS?S 

frf"t<m»iii u'Til ui i.u . i * o iw iaa m n w 

(v.j Ferns Entering oascl ;$«»£»»»« 

{2} Fenort« Ifcaaseaienl 


■-, on v 0 jjoad ©.no© J-lasso s©t9©nt 


\ 3 


55 * jfoi.ttte«R3M© a® £ jtatfvg ??©»02^s 

(l) Mail control * 

(~) Reference Service 

(3) 24Rlntei»fi«w ttemi&mnt 

{’»•) T^ntg&ont m3 Supplies staatorita 

w !-51cropij.oto/jrapl).y 

(6) Vital Oiatez'ials 


ste? 
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no. 


JIATXOr, 


1 1 


1 1 


c • btejx 

5sitior.t of records 


(1) 

Inver v tory a nfl. Appm i m .1 


(o) 

tcr^e.l detention er<d Mspoen ;. Author :U.'.st 

•ions 

(3) 

Cutnyff .jsjsI Pot iyement. 


<*■> 

freservatl on and Archival c^nagsiaient 


( 5 ) 

Picposol 


(6) 

Intor-Atpncy a®.? Intro -Agcrry Transfers 


(7) 

iJeconSo Ceater 


3 . Attic 

•IEf. 



Adherence to the follow!^; policies are essential to the conduct 
of an effective ’•Seeords %R»;pe?jfsni. Ibroj-rrem: 


Controls over the oroai'o n sw* utilisation. of reeord.ii shall 
be instituted so# raoliitaissted to wnsrsm tbs?; important vx??..- 
it; ter- smcl. decisions are adequately doo*.r/isnte5 by the tabai 
efficient ar.;3 ecocomieel weans oM that the cr'eation of un- 
«ec*G8«ory record# is prevented . The aosstrctl, ea^lncerittr 
sncl Cvajjo^cisejit of fortaa , reports? ,*?rvl correspondence .. and 
««*o Immediate dee bnac tton of trains Itory water Sal are eseen*- 
progrmr! eloasente . 


fc. Provision shall lie rrisde for tVjC efiMo.vcnt and economical 
jsssiutewame of etwwi recoreJo through cord/* miry;: analysis 
?.m& ipjrprowm&t of ays tews for uatil fcMrillog and' Veubla?;,. 
record ela®s If ioafcion a**3 indexing, end the reproS\wtlosl 
of records. Office equipment and ‘ filing outlies shall 
he Bta^ardiaetl &x$ their projwr util i sat lea assayed. 

n. A corrfciauiiBg} progswas of ^isnoy-vidte controls over raicro- 
t Vjst t xg opemtioae shall he established to ensure the 
technical and eoionooicel feasibility of proposed projects 
and. to ensure efficient oquipsewt utilisation on. approved 
projects , 


d. Vital materials shall be identified and removed to & re- 
pository for safe Isseping. 


a. A .Records Center shall, be established and. maintained for 
the storage., processing and sarviciaa: of Agency records, 
including fop Secret, vhicfc are no longer used or ere in- 
frequently needed in the conduct of current business . 


f . A records scheduling jsrogra© shall he established and 
maintained to ensure (l) that xwrnsaneatly valuable records 


25X1 A 
25X1 A 


2 

STCFt? fP 
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rao.f 


25X1 A 
25X1 A 


identifier? and preserved for future use, (£) that 
temporarily valuable records are identified mr' legally 
disposed of Qfrj aeon or: their value dtocmmm to the 
point where it docs not warrant the cost oi* thesis- re- 
tention* and {;•) that all non-current records he ra- 
roovad,, on a c.oati«iiing basis,, froa high, ooet office 
space and flllnp ©^ipraent to Records Center storage » 

n\ Records shall not 'be alienated or deotrayed etseoT *t in 
accordance with stm^ardc developed ur approved by the 
ffena^tseui Staff. hrcetlOHO a»1 33 h of Title io »<:* 
f.)i© United states Code attaches severe penalties to the 
willful and unlautu 1 destruction, dooagci or a* lonet ion 
of any Sectoral records . Tt reads ori follows: 


”£34 . i'fi'stroyiarr Public records , Whoever 
alto wTEEFuEt^^^ I , re- 

tsovts , sautilate obliterate or destroy* or 


attempt to conceal ., remove, mutilate, ob- 
literate. or destroy* or with intent to con- 
ecai, remove , mutilate, Obliterate, destroy* 
or steal , ©hall bate? and carry ©way any rec- 
ord, proceed jUs£h raap, boots* paper * deetasont, 


oi* other thing, filed, or deposited 'with any 
clerk or officer of any court of the United 
States, or in ary public office, or with any 
dudlclnl or public officer of the United 
{States , shall be fined not yiorc than .‘^jOfO*. 
or toiprisoted nob tiore thaw three years , or 
both./’ 




3 - Eeetrwittf? records 

H b .' Wwl H »l^>i».it,WWWI» » l> ^ i» m > li 1 »^ 

charts, 

ESP 


: been 


_ by Qpfji 

ISr/l ng ' any 

recard, proceedius# mp, boob., document, 
paper # or other thin*.: specified in section 
c34 of this title, shall willfully and un~ 
Xastfally coocm!, rewe, tsutl'uvte , oblit- 
erate, falsify, or destroy way ouch record., 
lA c oo<i’ 0 <ling, iafcpj book, doounxant, paper, or 
thing, smll 'be fined not mare than 33,000, 
or isrprieored not more than three years , or 
both, and shall moreover forfeit Ida office 
and be forever afterward disqualified fre® 
'holding any office under the Oomrm&nt of 
the United States . !f 


4. SEFTSmOBS 


a* Records include all books, papers - mp&, t&otosgmpb®, or 
ot±Sr 'laeiK-ftttteiry Material, ro^rdlcss of physical form 
or chaxwteristie , mad© or received by an agency of the 
United State© Govemaeat in pursuance of Federal low in 


SBCHEf? 
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25X1 A 


SECHKF 


I?0J‘ 


25X1 A 


connection with transection of jnj'cllo buslnes* 
serve:? or ajiproprlrtitn for prcmmitZon by that agency or 
•tto Xog:P!rimto successor no evidence of the or^nlssation* 
policies, decision® . pvoaisciwm, operations 
or other activities, or because of the 
value of dote contained thereto. *' {f>? Stab. 'So. m 

aaendoft $ hh UAS 3?£) . 

». "SpR-ycsconl Material includes library and wttoeura swte- 
rial i 7 ©-:lci au acq^rea mad preserved solely foe* reference 
or e;-.^lbltlca» purposes * esetrs copiers of fiCKrocsente pm- 
served only for cotmcniem*) of mf erotica, mizl tiocks of 
pilblleatiorsia or procesaed docuRsente . " («? Stsat. 36 ')., 

so amended j -VU 1590 366 ), 

c. Don-current uooordn are those records wtxioJi m*e ?vo 
l.\ys^r mef or 1 ‘int'^recrueatly needed, in tl« -osstaet of 
current ^ business , including records of 61aco&tlmwit 
activities . ‘fill® aaterinl in cosaaonly referred to so 
soinl -act ire* inactive, or retired records » 

d, form s are the devices! by vhicfc marr^Tswsnt se&I-.'s uni- 
‘forrnTvy o.n£i. olaptleifcjr in the reenabling, transmitting, 
reporting and data jcroeooeiag: of vital istfomnticn. 

*?bey are preprinted, tfoctaininc predetermine spaces for 
irusortln,'.*, opcciflc irrf omit. ion. Jteras such as eertifl - 
cates ;< labels, stic.ters, tags, placards , eovtor oteete 
□ni! fore.! letters ore included in tlslo definition, 

e* Hearts ore accounto cr ctetesjcr.te of l:nre.i'rastlon vro- 
leretTTn witten narrative, tsbal&r , punch, mrd or graphic 
rceSim and tr&i^teVLted by one or garsisat ional ©lensant to 
another in conference vitfc an c&teVli&foed re^uirewn t . 

An eclsslniatrftt/ive? or nmta^amsxt report as dSoti^ished 
tvm isn oporational restart provide® fee ccteiissiotrotiw 
or inanagoroenfe control over an activity or operration. 

f . £ or to npondc nee incites all tmoramluias , letter®, and 
dispaiciSBo 1 ^iwosluftlng op^ratiem? reports) pent or re- 
ceived by Agency peraon&ol in the execution of official 
duties . 

g. ? Itgl j teieriale are those specific items in possession 
'6FTm r )Vf^ncy^,iioh are essential to its continuamoo end 
which, if destroyed., would constitute a eeriouo or ir- 
replaceable lose . 

h* An Aren Proems? lo one covering a raaior cr^panenfc 

(Deputy wireciors (Mrainiatrat ion) , (intelligence) , aad 
(Plans)), the Director of draining emd the As® latent 
Directors for Ctoowcalcatioi® end Beracwmel, or on oper- 
ating office (Office, Division or Staff ©ijborsUnat® to a 
tsa.jor component) . 


4 

awsf 
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uo.r 


SBCBOK 


XCSFON £ ronj'l’ISS 


25X1 A 
25X1 A 


a. 


I ; . 


IjccentreH^ Conaeyt . of Contra! Intel! i- 

gencc Agency recor“vilX be aeaoa^liched on e. decentr«!>- 
ized bcasia. Under this plan, t.ho Chief of the tenaflwoent 
Staff tri.ll be responsible for conduct- 5 . rag: the mamflamnb 
policy and program planning Cisnctions of the A^ncy-irffte 
progrmu while chiefs of mjor coaojonents one! chiefs of 
operating offices will be responsible for local appli- 
cation, of the program within their sphere of authority. 


^SSSSSS^i, IM£> Jtemsewnt Staff , shall 

(l.) Plan, direct ana coordinate t* continuing Agmsev-vide 
records mmgemnb progmw esfbracing all ehmtita of 
fecordn Creation, Haintcnonoo and disposition, in- 
cluding Vital v2a.te*ialc. Frag^j its cratcncion to 
ar;l Installation by all components: of the Agency. 

(H) develop, forrsuloto cmS issue oil basic profemw 

plans, policies and procedures establish end define 
profee clonal ©tandardu , njethods and techniques of 
records rarageraent. 

(3) Serve os the Agency liaison to the Rational Archives 
ar.d. Esconte Service, GSA., on all matters pertaining 
x.'0 records j ixtlntsin Agency .lira loon with Federal and 
private organisations! on nil records ?a£magewe*rt 
matters . 


(4) Hove lop., freparo and disseminate instructions 1 rand 
training: ssedia. Provide (either separately or in 
collaboration with the Mroctor of Training) fac- 
ilities for the guidance^ indoctrination, rand tech- 
nical training of program; participants , 

( 5 ) Se’^lop ml install system -for oosQuriny. collect- 
ing and reporting savings accruing fro® the progrni. 

( 6 ) Serve as Agency archivist In all mttera Tertainlng 
to the preservation of recorale of eoreMmiing value.'' 

(T) Conduct periodic inspections to review the ©ffeot- 
ivanes© and. progrjetes of area irro/jrams. 

c * ^- 1 ° r Co^txanonts . Chiefs of ra&jor eofispoaonte oho.ll 

( 1 ) Install^ direct and naintain a eontteraing reaordc 
waaagesaent prOQnui within their component. 

( 2 ) Extend this program to all operating offices within 
their sphere of authority in accordance with the 


5 

SSCUBT' 
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25X1 A 




KEaULATIOK 


VO. | | 1 



bnstc concept, policies'., methods , ts-ctfmi «:uee tml 
procodu rest prescribed by the Chief, Staff , 

G. MsauoD cp isi'mrjiaoT 

is • tG Uxh:i Ifeh the Frcgrnw. A records mmrptseni program will 
isKft’ 1 By «Hbf o of ©a, {or co^jonento who** will die- 
seralnnte to their operating officio instructions for it© 
ailwlnlstrat ion . Major component programs may be deoenfcrrj' 1 - 
'taecl to operating offices if desired . The Chief t 
raertt Staff, will aeiuiet chiefs of major oo»ino.oon.t» in le- 
•temttxins pnsgnn scope, staff .in/; and timing, a»9 the o?c- 
tent to which the war vices of the i%\mrpwajzb Sto f!" will 
be used , 


I'TOfyom Stoffing. tf)pon establishment of tita Area Pro/jrow 
an Area Secorrfe “Officer, GS-11 or above, will be dcci«» 
anted by the chief of the naajcr cowpcnaont or operating 
office to direct the conduct of the program. An adequate 
staff will be provided to ensure aecorapiiahrxmt of in: o- 
{rram objectives. 


7 . SUEWiSHaifAJ. xanrjAi^cc.? 

a. 7he following handbooks have been issued to m:wpletmnt 
this z-egulstioot 


nff.-ocr.fe Vtomgemnt Pro/rron Guide 

Corroepoq&nm Kbsdboofc 

ISaaclbook .for Subject Filing 

b- lu addition to those already issued Jiaxstiboohs on report© 
ooaoaeacRfc, correspondence mna^o®e«t> £arw© taam^owent, 
ffia.il control systems, -taicrophotogmphy, vital mt erissljs, 
nnd records disposition will be developed aad issued at a 
later date - 

f® m nibucrca <p c sshtoat* mmicasiCE? 


25X1 A 

25X1 A 


DisssRinoraw: ab 


l, k:. tmifs 

Deputy director 
(Administration) 


6 
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Office Memorandum • united states government 


T0 s Chief, Regulations Control Staff, 
Management Staff 
THRU : Chief, Management Staff 
from : chief, Records Management Staff 


subject: Proposed Regulation No, 


Records Ifenagement 


25X1 A 


1. The attached proposed regulation rescinding i 
is submitted for approval of the DD/S. It is necessary to 
revise the records management regulation to reflect the 
reorganization which made the Management Staff responsible 
for the Records Management Program and to include program 
elements not previously covered 0 


2m Specifically, the proposed regulation brings forms 
management, reports management) and correspondence manage- 
ment within the scope of records management; assigns respon- 
sibility for technical supervision of the Repository to the 
Management Staff and; provides for top level support by 
assigning to the Deputy Directors responsibility for estab- 
lishing and maintaining area programs. 


3* T d o not feel that working level collaboration on 
the proposed regulation is necessary since its acceptance as 
a program charter will be determined principally by the 
decisions of the Deputy Directo rs. AE distribution of th* 
regula tion is recommended. Mr c [ 


may be const ated for further information 



CONCURRENCE: 



Chief, Majjagement Staff 

Attachment: 

Proposed 


JUL :: /W 

~™ Date 


25X1 A 


25X1 A 

25X1 A 


25X1 A 
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STANDARD FORM NO. 04 T [ 1 

. Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 . ^gtty 

OfficG mor andum • united states government 


TO : Assistant Deputy Director (Administration) DATE: 5 January 1953 

FROM : Chief, 0 & M Service 

SUBJECT: Revision of CIA Regulation No.[ | Travel 

25X1 A 

1. There is returned herewith a memorandum from the Deputy 
Director (Plans) requesting that paragraph 3.A.(l)(e) which 
requires that overseas travel for overt office representatives be 
revised by deleting the phrase "when such overseas travel involves 
contacts with or temporary duty at covert overseas installations." 

2. Authority to publish the revision is recommended. Please 

note that the Deputy Director (intelligence) has approved the 
change . 


25X1 A 


w. L. PEEL 


Attachments 

Copy of CIA Reg. No. | | 25X1 A 

Memorandum from Deputy Director (Plans) 
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*: flJ 


Btttmllw RogLrtry 

j^jLzajLZ 


DEC 2 9 1952 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT : Overseas Travel 


REFERENCE: 


CIA Regulation No 


dated 21 November 1952 


25X1 A 


1. Paragraph 3.A.(l)(e) of the reference Regulation states in 
part that: "Plans and itineraries for official overseas travel of 

overt office representatives must be fully coordinated with the Deputy 
Director (Plans), prior to the issuance of travel orders, when such 
overseas travel involves contacts with or temporary duty at covert 
overseas installations ," 

2. The underlined portion of the reference paragraph quoted in 
paragraph 1 above is in conflict with current practice and should 
therefore be deleted. The Director has indicated that Senior Repre- 
sentatives must be fully informed in advance of all travel of Agency 
personnel to their areas of jurisdiction even though such travel (a 3 
in the case of area familiarization sponsored by the DD/l) may not 
involve contact with or temporary duty at covert overseas installations. 

3. It is, therefore, requested that a revision of the reference 
Regulation be published deleting the underlined portion of the refer- 
ence paragraph quoted in paragraph 1 above. 



Enclosure 

Copy of CIA Regulation No. 


25X1A 


25X1 A 


25X1 A 


purrs' 


Secun 
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Assistant Deputy Director (Administration) 
Chief, 0 & M Service 

Revision of CIA Regulation No. Travel 


5 January 


1. There Is returned herewith a memorandum from the Deputy 
Director (Plans) requesting that paragraph 3,A.(l)(e) which 
requires that overseas travel for overt office representatives he 
revised hy deleting the phrase “when such overseas travel involves 
contacts with or temporary duty at covert overseas installations." 

2* Authority to publish the revision is recommended. Please 
note that the Deputy Director (intelligence) has approved the 
change . 


W. L. PEEL 


Attachments 

Copy of CIA Reg. NoJ | 

Memorandum from Deputy Director (Plans) 


25X1 A 


l/mrf 
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1953 

25X1 A 


25X1 A 



25X1 A 


25X1A 
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, 2' J?6 6 


DEC 




. deputy Director ( Aflniuis trution) 

’CT ? Overseas Travel 


Ui ..: !. iC ' XLLl 1 'fci Oil :,0 J 


dated 21 November 19$2 


25X1 A 


1. faraprapn 3.A.(l)(e) of the reference He .illation states in 
part that: _ ’’Plans and itineraries for official overseas travel of 

ert of lice representatives mist be fully coordinated with the Deputy 
director (Plans),, prior to the issuance of travel orders, when such' 
°I£*:sg giL;bravcl involves contacts with or tempor ary duty at' covert" 
overseas installations ." “ 

a ; ic underlined portion of the reference paragraph quoted in 
para'pvvpn 1 above is in conflict with current practice and should 
idierciorc v.c deleted. The Director has indicated that Senior Heore- 
scuba bivos ucs t oc fully inlorncd in advance of all travel of /vciiCv 
personnel to tneir areas of .jurisdiction even though such travel (as 
in tie case of area familiarisation sponsored by tie PD/I) may not 
involve contact vita oi 1 tc;.:norary uuty at covert overseas installations. 

* wu “• c -> _diero.Lorc, rcqucsucct boat a revision of the reference 
He 'filiation be published deletion the underlined portion of the refer- 
ence paragraph quoted in para praoh 1 above. 


/S/ Richard Helms 

For Bitii: C: * vasinsfi 

Deputy Director (Plans) 


COIJCJH: /&{ 

Depuuy /Director llntclli eiice) 


Enclosure 

Copy of CIA Regulation No* 
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Exo^utivo Registry 


STANDARD FORM NO., 04 

’Approved For Release 2003/04/17 ; ^-RDP81-00728R0001 001 3001 1-8 

Office Memorandum • united states government 


to 


5 Assistant Deputy Director (Administration) 


DATE: 18 November 1952 


FROM : chief, 0 & M Service 


SUBJECT: Proposed Revision of CIA Regulation No 


Transportation 


25X1 A 


1. There is attached hereto for approval and authority to publ ish, 

proposed revision of paragraph A (l)(a) of CIA Regulation No. 

Transportation which has been amended to provide that E0D travel orders 
for personnel appointed from their homes for overseas duty or transferred 
to CIA from another Government agency outside of Washington shall be 
issued by the Assistant Director (Personnel) or his designee. 


25X1 A 


2. The original draft submitted for concurrence was based on a 
request received from the Chief of Administration for the Deputy Director 
(Plans ) and provided that E0D travel orders for personnel appointed 

from their homes for overseas duty should be issued by the Assistant 
Director (Personnel) or his designee. This draft was approved by the 
General Counsel and Comptroller. 

3. The Assistant Director (Personnel) concurred with the basic 
proposal but suggested that his authority to issue initial travel orders 
be extended to include orders for new employees transferring to 
Washington from another Government agency. 

4. The attached includes the suggestion of the Assistant 
Director (Personnel) and has the written approval of the Comptroller. 

No further coordination has been effected, as it would seem logical 
that authority to issue ROD travel orders should be vested in the 
Assistant Director (Personnel) by the Deputy Director (Administration) 
without obtaining the concurrence of each Office head concerned. 


25X1 A 


W. L. PEEL 


Attch. 

Proposed Revision of CIA Reg. J 


25X1 A 


t-r 

v **-Vi Vj/ai 

'■Gcuriiy i-t 


,0r m 3 /; ( 


101} 


Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 




STANDARD FORM 


"Approved For Release 2Q03/C 


>81 -00728R0001 001 3001 1 -8 


Office Memorandmn k "united states government 


to : Chief, Organization and Methods Service date.- 

from : Assistant Director (Personnel) 
subject: Proposed Revision of Agency Regulation 


25X1 A 


1. Attached revision of Agency Regulation |has been 

reviewed in accordance with your request. This office is in 
agreement with the basic proposal extending to the Assistant Director 
(Personnel) the authority for issuing initial travel orders for 
certain overseas personnel. It is not clear, however, in the state- 
ment drafted whether it is intended that this authority be exclusive 
to the Assistant Director (Personnel) and his designees or enjoyed 
jointly with the operating officials covered in the authorization for 
issuing travel orders. It is understood that the intention is to 
require that all such orders be issued by the Personnel Office and 
the proposed redraft forwarded herewith has been so stated, 

2. It is believed that the change should also cover the orders 
on new members transferring from another government agency. 


25X1 A 


| | 25X1 A 

W. H. H. MORRIS, JR. 

Attachments 


b 5L$ Li H a lii. iL 

Security information 
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27 October 1952 


25X1A 


MEMORANDUM FOR: Aesiotant Director (Personnel) 
Comptroller 
General Counsel 


SUBJECT: 


Proposed revision of CIA 
Transportation 


Regulation No 



25X1 A 


1. There is attached here to pro posed revision of paragraph 

A (1) (a) of CIA Regulation No. I I which provides that SOD Travel 25X1 A 

Orders for personnel appointed from their homes for overseas duty 
shall he issued by the Personnel Office. 

2. This revision was requested by the Chief of Administration 
for the Deputy Director (Plana) and has the concurrence of the 
Chief, Covert Personnel Division. 

3« It will be appreciated if you will submit your comments 
to this office by 3 November. 


25X1 A 


W. L. PEEL / 

Chief, Organization & Methods Services 

Attachment 

Draft 


CONFIDENTIAL 

•• . ' r r'.-.lfor, 

t ■' 
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C/H 10 / 


npninnHinim^ 
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fccrr 2 2 Uol 


MEMORANDUM FOR: CHIEF, ORGANIZATION AND METHODS 
SUBJECT; Revision of CIA Regulation 


25X1 A 


In order that the Personnel Division may prepare and 
issue Travel Orders on personnel employed for overseas 
duty and being brought to Washington D.C, for temporary 
duty, it is requested that CIA Regulation | | para- 25X1 A 

graph A. (1) (a) be amended as follows: 

Amend CIA Regulation] | paragraph A. (1) (a) 25X1 A 

by adding the following: 


except that the Personnel Office is 

authorized to issue Travel Orders for personnel 
employed for overseas duty from a point outside 
the metropolitan area of Washington D.C. which 
will bring them to Washington D.C. for temporary 
duty and may include per diem as provided in 
paragraph C. (6) of CIA Regulation 1 I 


25X1 A 

uniei or Administration 


Concur: 

25X1A 

“C7 




Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 




Approved For Release 


Security InfornmHon 


00130011-8 


27 October 1952 


JD34QMFDUM FOR: Assistant Director (Personnel) 
Comptroller v' 

General Counsel 


SUBJECT? Proposed revision of CIA Regulation No 

Transportation 


25X1 A 


1. There is attached here to pro posed revision of paragraph 

A (1) (a) of CIA Regulation No« | ] which provides that EOED Travel 25X1 A 
Orders for personnel appointed from their homes for overseas duty 
shall he issued by the Personnel Office. 

2. This revision was requested by the Chief of Administration 
for the Deputy Director (Plano) and has the concurrence of the 
Chief, Covert Personnel Division. 


3® It will be appreciated if you will submit your comments 
to this office by 3 November. 


25X1 A 


W. L. PEEL 

Chief, Organization & Methods Services 

Attachment 

Draft 


Ufil Si saw 

CONFIDENTIAL ^ 

Security InFerr 
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Mo. 0 .» > ,n°;%C‘'M’.l.No. u , FOR TAXICAB EXPENSES 

Subvoucher No. 
Date 


Name Agency 

Claimant’s Address 


For travel on official business via taxicab : 


DATE 

FROM— 

TO— 

FARE 

TIP 































TOTALS, 



I have determined that the above travel by taxicab was advan- 
tageous to the Government. 


I certify that this claim is correct and proper and that pay- 
ment or credit has not been received. 

(Approving ofllclnl) 

(Signature) 

Title 

Payment received from Cashier :* 

♦For uso only when payee secures reimbursement from Agent CnBhier or 
Imprest Fund Cushior. 10— OGflGO-i gpo 

ACCOUNTING CLASSIFICATION 
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REIMBURSEMENT FOR TRANSPORTATION EXPENSE 


Received from Petty Cash Fund 


for the following actual official transportation expenses: 


representing reimbursement 


Date 


1 . 

2 . 

3 . 

4 . 


Type From - To 

Conveyance (Addresses Need Not Be Specific! 


Amount 


I certify that I have not been nor will I be reimbursed for the above 
expenses from any other source, and that they were not incurred in non-official 
travel between home or places where meals were taken and places of duty. 

Justification for these expenses is shown on the reverse hereof. 


(Date 


(Signature of Claimant! 


FORM NO. 

JUL 1951 36-126 


( I. 4B) 
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25X1 A 


25X1A 


Approved For Release 2003/0 I , /{^.^K|rS!|^^|0728R0 

STANDARD FORM NO. 04 5/«f lift ¥ *■/«»'] « li iltllfe. 

Office MemoranduW • "Ifflfflfo s 

T0 : Chief, 0 & M Service DATE: i May 1952 

from • Deputy Comptroller 


00100130011-8 


25X1 A 


subject, proposed Revision of CIA Regulation No. Transportation 


25X1 A 


1. Pursuant to your memorandum request of 15 April 1952, we 
have reviewed the Standard Form No. 116U and the CIA Form No. 36 - 
126 and as a result, we agree that S.F, 1161; can be used to better 
advantage than the other form. 

2. It is there fore recommended that Paragraph A(l2(b) of 
CIA Regulation! I be revised to authorize the use of S.F. 116U 
instead of CIA Porm No. 36-126, 


3. It is also suggested that the revision of the Regulation 
include a provision that monthly or periodic summary accountings 
ior taxicab funds may be submitted and that in such instances, 
approval will not be required on each of the supporting Form 1161;, 

In order to obtain the required wording for this provision, it is 
sug gested that your Office contact the Chief of the Finance Division, 
Mr . 1 1 3 


25X1 A 
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Deputy Dir actor/ Administration 4 April 1952 

THROUGH: Chief, Organization and Methods Service 
Assistant Director/Personr.el 


Revision of CIA Regulation I I 25X1 A 


25X1 A 


1* There is attached a proposed revision of CIA Regulation 

[with particular reference to paragraph A (2) (a) and paragraph 
TTfU 71b). 


2. It is felt that the proposed revision would provide for a 
wore effective handling of Agency travel operations through recogni- 
tion of certain differences in procedural requirements between foreign 
and domestic travel. Experience obtained since the Central Processing 
Branch has been in operation suggests that: 


a. The Central Processing Branch 1 b primarily and most ap- 
propriately concerned with the processing of personnel 
returning from and/or going to overseas assignments. It 
is for such personnel that the central performance of the 
Finance, Personnel, and Transportation functions is most 
expeditious, 

b. There is usually no need for personnel engaged in purely 
domestic, temporary-duty travel to report to the Central 
Processing Branch, 

c. Generally, the Central Processing Branch is in a position 
to expedite domestic travel arrangements for personnel 
who are normally processed by CPB, that is, personnel 
going to or returning from overseas assignments, 

3, This Office is not aware of other Regulations which would 
require revision as a result of subject revision. 


4. No special restriction as to distribution is recommended. 

Deputy 


5, For detailed information, cont act Mr . 
Personnel Director, telephone extension | | 




F. TRIBES DAVISON 


CONCUR* 


25X1 A 





Chief, Adfeidlstrative Service 

InlormalloB 
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14 December 1950 


MEMORANDUM FOR: ADVISOR FOR MANAGEMENT 

SUBJECT: Draft of CIA Services Regulation -[ 


25X1A 


1. Pursuant to your request of 9 November 1950 comments of 
0 S 0 concerning subject are forwarded herewith. 

2. Service regulations General Services 

and Supply and Property delegate certain headquarters housekeeping 
functions to the operating offices which might possibly be per- 
formed more efficiently by the Administration Office of CIA. These 
regulations also seem to ignore covert functions and certain basic 
procedures whereby covert stations procure property. 

3. The allocation of Cl ass A, B and C Equipment outlined in 

Paragraph 4 (e) of Regulation | does not appear to take into 

consideration the need of certain of the covert field station for 
Class "A" equipment. In terms of cost of transportation for re- 
placements and foreign cost of maintenance of certain items it 
probably is more economical in the long run to equip overseas 
stations with first class equipment where ever possible. 

4. The following changes in Regulation may be 

advisable: sub Paragraph ( 3 ) omit the words "English language" 

E.g. Pravda is distributed widely and considered expendable. Sub 
Paragraph ( 4 ) omit last phrase "of Contact Division and Foreign 
Broadcast Information Division". Books sent overseas by 0S0 and 
OPC are not recorded. 


25X1 A 


25X1 A 


25X1 A 


5. It is presumed that it is intended to issue separate 
regulations covering covert supply. If so 030 concurs in general 
with these regulations as applying to headquarters. 
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STANDARD FORM NO, 


Approved For Release 2003/04/17 


Office Memorandum • unite 


TO : Management Officer 

from : General Counsel 

subject: Draft of CIA Services Regulation - 



25X1A 


l'» four Draft of CIA Services Regulation -| 

9 November 19^0, has been examined in this office. 


dated 


25X1 A 


2. The broad wording of Section III. A 0 might lead procuring 
officials to believe that they can disregard existing laws and reg- 
ulations concerning the authorized forms of contracts and types of 
procurement. The following revision of that Section is suggested: 


"Contracting and Procurement Authority 
The Director will delegate authority to those employees 
who may incur 1 ;gal obligations for the procurement of sup- 
plies , equipment or services. Such delegations will not be 
contained in this manual. " , , 


LAWRENCE R. HOUSTON 


■J 

25X1 A 
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. STANDARD rORM NO. ^Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 

Office Memorandum • united states government 


TO ! I I DATB: Nov. 14, 1950 

from : Administrative Officer, Medical Staff 
subject. Draf-fc 0 f C.I.A. Services Regulation - 


1. Concurrence is herein indicated with noted exception. 

2. lour attention is invited to Section V, B, 1 of subject 
ngulation wherein reference is made to "Arrangements are made 

(by Transportation Branch) for Physical examinations, immuni- 

zations when required #»##. There is no procedural disagreement 
between the Transportation Branch and the Medical Staff it is merely 
felt that the statement as it now stands is ambiguous. The 
Transportation Branch is concerned only with evidence that a Physical 
examination and immunization have been completed prior to the 
individuals departure, the actual scheduling is accomplished by the 
Personnel Divisions. As it now stands the impression could be that 
Transportation effects the scheduling. 


25X1 A 
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Office Memorandum • united states government 


to 


FROM 


5 Management Officer 
Security Officer, CIA 


DATE: ]\l fj ] 


SUBJECT: 


Draft of CIA Services Regulation 



25X1 A 


25X1 A 


1. This office concurs in the subject draft. It is noted, however, 
that regulation does not provide for relief from responsi- 
bly for an. officer in a field station who 'issues' or disposes of non- 
SfSfekl® pr^ _«rcum]rt^ 

area, the Chairman, Covert Property Survey Board, in a memorandum 
dated 15 November 1950 to the Executive, recommended that Agency 
regulations be amended to meet this situation as the only means of 
relief from responsibility consist of submission of a Property Survey 
Report to the Property Survey Board. 


25X1A 







Colonel, GSC 


25X1 A 
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a KonM. no. 64 
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Office Memorandum • united states government 

DATE: 9 November 1950 


25X1A 


T0 '• Management Officer 

from s Chief, Advisory Council 

SUBJECT: Draft of CIA Services Regulations - 


25X1 A 


This Office concurs in Draft Services Regulations cir- 
culated for review* 


25X1A 


Chief, Advisory Council 


rA 
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Office M.emorcmdum • united', states uuveknmjin 


011-8 


25X1 A 


TO i Assistant to Executive DATE: 

from i Assistant Director for Operations 

SUBJECT: Draft of CIA Services Regulation - 

REF: a. Management Officer’s Memo dated 9 November 1950, 
subject as above 


22 November 1950 


25X1 A 


1. This office concurs in reference Regulation as 
drafted. 


25X1A 


/ hi* 
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20 November 1950 


MEMORANDUM FOR: 
ATTENTION: 
FROM: 
SUBJECT: 


ASSISTANT TO THE EXECUTIVE 
Mr. I 

Executive Assistant Director, CD 

Comments on the Draft o f CIA Services 
Regulation - | ~~| 


25X1A 


25X1 A 


25X1 A 
25X1 A 


1. This Office concurs in the pro posed Central Intel- 
ligence Agency Regulations - | | - as proposed in the 

draft submitted November 9? 1950, with the following comments: 

a. Page 4> Homan Numeral II, Subparagraph A, Second 
line: the words "grade GS-9 or above" deleted or be re- 
worded as follows: grade GS-9 or above or with the con- 
currence of the Services Officer, Individuals of lower 
grade carrying out special assignments. 

Among those presently authorized to sign repro- 
duction requests in 0CD are three GS-5's, one GS-6, and 
three GS-7's f 


‘ | Most oT" these requests are ror photo static copies 
of documents and reproduction of photographs, and can be 
processed most expeditiously by persons named above. 

b. Page 11, Subparagraph 2. a., delete "(l) Documents, 
including captured documents, channeled to Foreign Docu- 
ments Division for exploitation." 

The term "document" is vague. Accountability is 
now maintained or controlled by the CIA Library for all 
publications purchased for FDD. Captured documents are 
not purchased. It seems unnecessary to specifically exempt 
such material. 


25X1A 


25X1 A 


25X1 A 
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17 November 1950 


MEMORANDUM FOR: MANAGEMENT OFFICER, CIA 
SUBJECT: Draft of CIA Services Regulation 


1. In your memorandum of 9 November 1950 concerning the 
above subject, you requested concurrence and/or comments con- 
cerning a proposed draft of CIA Services Regulation. 

2. In view of the recent reorganization of the Office 
of the Executive and the abolishment of SS-3, it is believed 
you will desire to redraft subject regulations. 


25X1A 

Chief, Staff III/OPC 
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30 July 1951 


ftvp-uilva_BegWrL 




j ■ ■ 25X1 A 


MEMORANDUM TO: Deputy Director (Administration) 
SUBJECT: Revision of CIA Regulation No. 


25X1 A 


1. This proposed revision of CIA Regulation No.| |is a 
result of a Task Force study. It is less restrictive than the 
present regulations regarding the use of taxicabs and provides a 
simplified procedure for handling claims. 

2. Concurrences have been obtained from the following 
offices and are attached hereto: 

General Counsel 
Comptroller 

Administrative Services 

0S0 

OPC 

3. A draft of the proposed Form No. 36-12 6 is also attached. 
The Assistant Comptroller's comment that the form was unnecessarily 
complicated was made prior to revision and he has verbally concurred 
with change made. 

b. Approval is recommended. When approved, Section 6.6 will 
be deleted from the Confidential Funds Regulations. 




25X1A 


Ill'S i 


h i*i r- 


1951 
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30 July 1951 


MEMORANDUM TO: Deputy Director (Administration) 


SUBJECT i Revision of CIA Regulation No. 


1. Thiio proposed revision of CIA Regulation No. is a 25X1 A 

result of a Task Force study. It is less restrictive than the 

present regulations regarding the use of taxicabs ana provides a 
simplified procedure for handling claims. 

2. Concurrences have been obtained from the following 
offices and are attached hereto: 

General Counsel 
Comptroller 

Administrative Services 

oso 

OPC 

3. A draft of the proposed Fora No. 36-126 is also attached. 

The Assistant Comptroller's comment that the form was unnecessarily 
complicated was made prior to revision end he has verbally concurred 
with change made. 

4. Approval is recommended. When approved, Section 6.6 will 
be deleted from the Confidential Funds Regulations. 


Advisor for Management 


25X1 A \ 


DLM/ls 


chrono 

subject 




Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 





Approved-For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 


\ 







10 January 1952 


MEM0RAM)UM FOR: 
SUBJECT: 


Deputy Director (Administration) 
Proposed revision of CIA Regulation No. 


Transportation . 


25X1 A 


. 1 - Proposed revision of CIA Regulation No. I was submitted 25X1 A 

to the Comptroller, Assistant Director (Personnel) kzSTThe General Counsel 
ior approval. The attached incorporates changes requested by the Comp- 
troller's Office and verbal approval of the other Offices concerned. 

. , paragraph regarding travel by invitees contained in the 

onginal draft, will be incorporated in the revision of Part VI CFR 
which is now being written. ’ ’ 


3- 


Recommend approval. 


W. L. Peel ^ 
Chief, General Services 


25X1A 
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STANDARD FORM NCW 04 




SEHHni U» 
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Office JS/iemomndum 


25X1 A 
25X1 A 


TO 

THRU 
FROM 

SUBJECT: 


Advisor for Management 
Comptroller p 1 | 

Chief, Fiscal Division^ 
Revision of CIA Regulation No 


UNITED STATES GOVERNMENT 


DATE: 3 January 1952 


Transportation 


ILLEGIB 



1. The proposed revision of the subject Regulation is 
returned with the following suggestions : 

Sec. 3*A.(4) Add: "In those cases where sufficient 
time did not exist to issue a 
travel order prio^r to the commencement 
of travel, the a^i-IeaSle' Assistant 
Director, or Office head, or his 
designee, may approve the reimburse- 
ment voucher by signing the following 
statement to be inserted on the face 
of the voucher: 

'Travel without prior written orders 
approved"' 


3-A.(6)(c) 


ILLEGIB 



3ec. 3*A.(8)(b) 
and (d) 


tl 


Suggest rewording to read: /'The - 
Central Processing Branches ^ ,;A ' 
authorized to amend travel orders, 
prioptocommencenient of travel, 
when by the originating 

Office." 


These subsections should be omitted 
from this Regulation which is 
available to the General Accounting 
Office site audit representative. 
Suggest inclusion in Confidential 
Funds Regulation. 


3iiould further information relative to the above be 


desired, please advise. 


25X1A 



Attachment 



SECURITY INFORMAYiOJt 
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StftMY WTOMWIWI 


THRU 


Advisor for Management 
Comptroller 

Chief, Fiscal Division 


Revision of CIA Regulation No 


Transportation 


3 January 1952 


25X1 A 


1. The propped revision of the subject Regulation is 
returned with the following suggestions: 



Sec. 3.A.(1 j) Add: "In those cases where sufficient 
time did not exist to issue a 
travel order prior to the commencement 
of travel, the Assistant, 

Director^, or Office head, or his 'CkC-lA..' 
designee^, may approve the reimburse- 
ment voucher by signing the following 
statement to be Inserted on the face 
of the voucher .’ 

'Travel without prior written orders 
approved' " 


Sec. 3.A.(6 )(c) Suggest rewording to read: "The Cv. H- e -h 

Central Processing Branches bv x 

authorized to amend travel orders, 
of travel, 
originating 


prior t<p commencement 
when by the 
Office . " 



Sec. 3>A.(8)(b) 

and (d) These subsections should be omitted 

\ v from this Regulation which is 

'Vf ; available to the General Accounting 

Office site audit representative. 
Suggest inclusion in Confidential 
Funds Regulation. 

2. Should further information relative to the above be 
desired, please advise. 


1 1 25X1A 

Attachment 



f&WITV JNFQffMATiQN 
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,Vr:r; i : 


Ex»ouHvo Rcglulry 


4 December 1951 


MEMORANDUM TO: Deputy Director (Administration) 

SUBJECT: Proposed Change in CIA Regulation No. | [ Transportation. 2 5X1A 

1. The proposed revision of Regulation No. | |will allow Senior 25X1 A 
Representatives and Chiefs of Stationslor Missions to issue orders or 
direct emergency travel where necessary. Concurrences have been ex- 
ecuted as follows: 

Concurrences with comment: 

Comptroller 
General Counsel 

Concurrences without comment: 


0S0 

OPC 

COMMO 


00 

PERSONNEL 


The Comptroller's comments have been included in the attached without \ 

further coordination. ( 'i 

2. The General Counsel has suggested that the Chief of Station be * ’ 
empowered to return the families to the original location upon the expiration 
of the emergency. Thr s comment has not been included in the attached as it 
seems apparent that a\; the expiration of an emergency the employee would be 
in a location where it would be possible to obtain necessary travel orders . 

3. Recommend approval. 


Attchs . 



25X1 A 
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MEMORANDUM FOR: DEPUTY DIRECTOR FOR 

ADMINISTRATION 


SUBJECT: 

REFERENCE: 


Pro posed addition to CLA Regulation 
No. 


OPC Regulation No„ 


page 7 


25X1 A 
25X1 A 


1. It has come to the attention of this Office that certain 
cases have occurred wherein CIA officials visiting OPC field 
stations have not provided for advance notice to the Chiefs of 
Stations or Senior CIA Representatives (where existent) and 
that actions taken while in the area thus were not coordinated 
with them. 


2. In order to provide for full coordination with these 
field officers, it is suggested that the enclosed draft be con- 
sidered for inclusion in CIA Regulation No. I I 


IpJlLBOURNE jb HNS TON 
Assistant Director for 
Policy Coordination 


25X1 A 


25X1 A 


Enel: 2 

1. Draft of CIA Reg. 

2. Ref OPC Reg. No. 


No, 

i 




J, page 7 



i 


25X1 A 
25X1 A 

25X1 



SEP 12 195? 
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( . Exe cutive Peglolry 


11 February 1952 


MEMORANDUM FOR: Acting Deputy Director (Administration) 


SUBJECT 


CIA Regulation No. 


Transportation 


25X1 A 


1. The only changes in the attached revision of CIA Regulation No. 
are in paragraph A.(l)(e). This paragraph has been amended to: 

(a) Clarify the fact that travel plans of overt Office 
representatives which must be coordinated with the DD/P are 
those which involve contacts with or temporary duty at covert 
overseas installations. 


(b) Specify type of information to be submitted by Office 
heads to the DD/P. (Based on memorandum dated 10 October 1951 
from the Executive Officer for Deputy Director (Plans) to 
overt Office heads). 

2. The Executive Officer for the DD/P has approved the attached 
revision. Since the changes made do not reflect any basic change in 
policy, no other coordination has been effected. 


3. Please note the recision line indicates that all pages of CIA 
Regulation No. | be rescinded. This is due to the fact that in- 

sertion of the attached revision will necessitate renumbering of all pages. 


*!•. Recommend approval. 


W. L. PEEL 

Chief, General Services 


25X1 A 


Attch . 


^ONFSDENhAi 

^canity informnthn 
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bUNrlOENTiAL er - 2 - 28 ^ 

10 October 1<#1 


MEMORANDUM FOR: Assistant Director for Office of Operations 
Assistant Director for Communications 
Assistant Director for Collection and Dissemination 
Assistant Director for Research and Reports 
Assistant Director for National Estimates 
Assistant Director for Intelligence Coordination 
Assistant Director for Current Intelligence 
Assistant Director for Scientific Intelligence 
Acting Chief for Technical Services Staff 
Deputy Director (Administration) 


FROM 

SUBJECT 

REFERENCE 


: Executive Officer for Deputy Director (Plans) 

: Coordination of Foreign TDT for Personnel of 
Overt Offices 


: Paragraph 3, A, (d) CIA Regulation No, 
8 October l§£l 


25X1 A 


In order to provide this office with the information necessary 
to permit it to comply with the provisions of the referenced 
regulations, it is requested that whenever representatives of your 
office plan to travel overseas or to visit covert overseas instal- 
lations, and prior to the issuance of travel orders, this office 
receive the following information in memorandum form, (original and 
one carbon copy for the Deputy Director (Plans), one carbon copy 
for the Assistant Director f or (Special' Operations): 

't ' h- , . ... _ '> 

(a) Names and titles of the travelers, < 


(b) Purpose of travel. 


(c) Itinerary and approximate dates of arrival. 


cc: 

cc: 

cc: 

cc: 


(d) Assistance, if any, which may be required from covert 
overseas installations, 

(e) Cover plans or arrangements. 


(sigstft e. v.*0Utt 

\i / 

CHARLES V. HULICK iV ' 

t. 

AD/S0 . . \' v 

AD/PC £ y 

Chlef/l&S \ 

Advisor for Management ^ 


\ 



mmibehtial 


9 CT 12 
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uSHO 


L r,i r, ii f t 


k October 19$1 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: 


Brief of Amendment to Regulation No, 


(Travel), 


25X1 A 


25X1 A 


25X1 A 


1» The attached Regulation, amended where indicated by 
brackets, will provide the authority for each Office Head to 
issue travel orders for personnel under his juris diction, 

2, The control necessary under Agency Regulations and 
basic laws exercised by the Administrative Services Transporta- 
tion Division and the various segments of Finance is not dis- 
turbed nor weakened. 


3. This Regulation also establishes a Central Processing 
Branch as a part of the Personnel Office, 


U, The General Counsel has expressed an opinion by phone 
(Mr, Houston - I I ) that the DD/A under the Standard Travel 

Regulations, Agency Regulations, and existing signed delegations, 
has the authority to further delegate this authority by his signa- 
ture. 


5. All overt regulations have been checked and no conflicts 
exist except a minor provision in Regulation No. 1 I. which is 

taken care of in the last paragraph of the attached, 25X1 A 

6. The concurrence of every office is attached, except one. 

Where minor comments were offered they have either been incorpor- 
ated, or our reasons for non-incorporation indicated in colored 
pencil. One dissent is also attached which is relatively minor 
to the overall problem. Any items can be resolved without inter- 
fering with this plan. 


7. Recommend approval. 



pi /A Veii'e/ e 

s pvopc&r <9 c£- t'tc -*Rt e oU <2.0$ Cc_U_i.e UC$ ‘ 

gp *p<? q (ccfate** 


25X1 A 


25X1 A 
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Office Memorandum • united states government 

to s Advisor for Management date: 1 October 1951 

from t Chief, Administrative Services 

subject: Comments on Proposed CIA Notice - Transportation 


25X1 A 


As you requested, the following comments are made on the proposed 
subject Notice: 




1. The p ropos ed Notice seems to be inconsistent with CIA 
Regulation No. | ^ I dated 10 April 1951, in that the Notice contains q- 
statements of policy, delegations of authority, procedure, and re- f 
assignment of functions e It would seem that a general announcement iff 
of the fact that a Central Processing Branch is being established 

and the purpose for which the Branch is being established, would 
be adequate* 

2. In accordance with Paragraph 1 above, the following 
comments are made on the Notice itself: 

a. Paragraph 1 (a) states that travel orders will 
be prepared and approved by Assistant Directors effective 
8 October 1951. The proposed procedure and the forms 
necessary to accomplish this have not yet been concurred 
in by Administrative Services activity and I understand that 
the form itself has not as yet been completely designed. 

b. With reference to paragraph 1* (b) of the proposed 
Notice, this provision will open the door wide to abuses 
of travel authority. Of course, in those instances of 
abuses disciplinary action can be taken, but it is my 
recommendation that a better control procedure for blanket 
travel orders be designed. 




I# 

y 


0 * 


A 


a 



c. With reference to paragraph 5 (a), the Notice 
establishes "a Central Processing Branch under the super- 
vision of the Assistant Director (Personnel)", and then 
in paragraph 5 (b) states that the "Central Processing 
Branch will be responsible for the coordination and 
processing of all phases of travel operations and require- 
ments for the Agency." It is my understanding that it was 
the intention of the Assistants to the Deputy Director 
(Administration) that the Central Processing Branch should 
operate under the general supervision of the Assistant 
Director for Personnel, and that each administrative 
activity would nominate individual trained employees of 





■ 
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ILLEGIB 


Advisor for Management 


1 October 1 


the calibre and quantity required to maintain the 
processing unit on a current and efficient basis, 
but that the administrative control of each individual 
operation would remain with the office heads concerned 
with each particular phase of the processing unit* To 
the best of my knowledge this concept has not changed, 
and X feel that the concept should be adhered to for 
the reason that it then makes it possible to rotate 
experienced personnel on these assignments and, through 
the knowledge which each employee would gain, the / i 
efficiency of the Central Processing Branch would thefeb-J 
be improved. In addition, the effect of paragraph £ (b) 
is to transfer the administrative function, control and 
supervision from the Chief, Transportation Division, 
Administrative Services, to the Assistant Director for 
Personnel. I have not been instructed that this action 
was supposed to be taken and, in any event, it should 
not be Accomplished by CIA Notice. In addition, it was / 
never conceived that all 11 travel operations 11 would be 
incorporated into the Central Processing Branch, but ) 
rather would be an activity in which employees were 

briefed on all requirements and ar r angemexrtj 5 „nec.e s s ary\ | 

for travel, and that they would ba^Sirec ted^fi "thel * ' 

Y §I^Ql^s^dmi nlstrativ e units by wiwm^oi^S^Eaalga / 
processing would" be~perf oT7ned-and that appointments 
to accomplish these processes would be made by the 
Processing Branch— the purpose being to eliminate 
confusion, misunderstanding and general inefficiency to 
the traveler which now exists due to the lack of such 
an activity. 

3. In view of the misunderstanding which apparently is 
present, as indicated by the proposed Notice, it is recoramende 
that representatives of Personnel, Finance and Administrative 
Services determine what is necessary to accomplish the origins! 
objective as laid down by the Assistants to the Deputy Directo; 
(Administration), and that whatever implementation is required 
be submitted to Management for approval and concurrence. I 
believe that the preliminary phases of such action can be 
accomplished within a period of approximately three days. Sevkrax- 
weeks will, however, be required to adjust and finalize the Branch 
to meet the efficiency requirements that is desired. 



25X1A 

2 
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Advisor for Management 1 October 1951 

Chief, Administrative Services 

Comments on Proposed CIA Notice - Transportation 


As you requested, the following comments are made on the proposed 
subject Notice: 


1. The p ropos ed Notice seems to be inconsistent with CIA 
Regulation No* I I dated 10 April 1951, in that the Notice contains 
statements of policy, delegations of authority, procedure, and re- 
assignment of functions. It would seem that a general announcement 
of the fact that a Central Processing Branch is being established 
and the purpose for which the Branch is being established, vrould 

be adequate . 

2. In accordance with Paragraph 1 above, the following 
comments are made on the Notice itself: 


a. Paragraph 1 (a) states that travel orders will 

be prepared and approved by Assistant Directors effective 
8 October 1951. The proposed procedure and the forms 
necessary to accomplish this have not yet been concurred 
in by Administrative Services activity and I understand that 
the form itself has not as yet been completely designed. 

b. With reference to paragraph ii (b) of the proposed 
Notice, this provision will open the door wide to abuses 
of travel authority. Of course, in those instances of 
abuses disciplinary action can be taken, but it is my 
recommendation that a better control procedure for blanket 
travel orders be designed. 


o. With reference to paragraph 5 (a), the Notice 
establishes "a Central Processing Branch under the super- 
vision of the Assistant Director (Personnel)’ 1 , and then 
in paragraph 5 (b) states that the "Central Processing 
Branch will be responsible for the coordination and 
processing of all phases of travel operations and require- 
ments for the Agency." It is my understanding that it was 
the intention of the Assistants to the Deputy Director 
(Administration) that the Central Processing Branch should 
operate under the general supervision of the Assistant 
Director for Personnel, and that each administrative 
activity would nominate individual trained employees of 




. ■ i ii ;i? i., f j ;; i ■ ft 3 <1 ii 
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Advisor for Management 


1 October 1951 


the calibre and quantity required to maintain the 
processing unit on a current and efficient basis, 
but that the administrative control of each individual 
operation would remain with the office heads concerned 
with each particular phase of the processing unit. To 
the best of my knowledge this concept has not changed, 
and I feel that the concept should be adhered to for 
the reason that it then makes it possible to rotate 
experienced personnel on these assignments and, through 
the knowledge which each employee would gain, the 
efficiency of the Central Processing Branch would thereby 
be improved. In addition, the effect of paragraph 5 (b) 
is to transfer the administrative function, control and 
supervision from the Chief, Transportation Division, 
Administrative Services, to the Assistant Director for 
Personnel. I have not been instructed that this action 
was supposed to be taken and, in any event, it should 
not be accomplished by CIA Notice. In addition, it was 
never conceived that all "travel operations" would be 
incorporated into the Central Processing Branch, but 
rather would be an activity in which employees were 
briefed on all requirements and arrangements necessary 
for travel, and that they would be directed to the 
various administrative units by whom more detailed 
processing would be performed and that appointments 
to accomplish these processes would be made by the 
Processing Branch— the purpose being to eliminate 
confusion, misunderstanding and general inefficiency to 
the traveler which now exists due to the lack of such 
an activity. 

3. In view of the misunderstanding which apparently is 
present, as indicated by the proposed Notice, it is recommended 
that representatives of Personnel, Finance and Administrative 
Services determine what is necessary to accomplish th? original 
objective as laid down by the Assistants to the Deputy Director 
(Administration), and that whatever implementation is required 
be submitted to Management for approval and concurrence, I 
believe that the preliminary phases of such action can be 
accomplished within a period of approximately three days. Several 
weeks will, however, be required to adjust and finalize the Branch 
to meet the efficiency requirements that is desired. 


25X1A 


2 
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25X1 A 


MEMORANDUM FOR: Deputy Director (Administration) 

SUBJECT: Proposed Revision of CIA Regulation No. Transportation 25X1 A 


1. There is su bmitted herewith proposed revision of CIA 


Regulation No. 

Policy Coordination. 


which was requested by the Assistant Director for 


25X1 A 


2. The only change is the addition of paragraph (l) (c) which 
requires that plans and itineraries of overt office representatives to 
visit covert overseas installations be fully coordinated with the 
Deputy Director (Plans) before the issuance of travel orders. 

3. Coordination with the Deputy Director (Plans ), Deputy Director 
(Administration) and the Assistant Director for Special Operations was 
effected prior to the submission of the request for revision to the 
Advisor for Management. 



25X1A 


h U $ i ii iU ' $ ii 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


3- TRANSPORTATION (See Regulation No. 
A . Travel 

(l) Issuance of Travel Orders 


NUMBER 


25X1A 


25X1 A 


(a) Travel orders will be issued by the Transportation Division, Adminis- 
trative Services Office, except as otherwise stated. 


(b ) Senior Representatives and Chiefs of Station outside the continental 
United States may authorize, approve and issue travel orders for 
employees under their jurisdiction, for: 

(l) Temporary duty travel within their areas of jurisdiction. 

(f*) Temporary duty travel beyond their areas of jurisdiction, 
provided clearance has been obtained from the appropriate 
Office head or his designee. 

(3) Permanent change of station within their areas of jurisdiction. 
Headquarters will be notified promptly by cable of all such 
changes. Senior Representatives and Chiefs of Station may not 
issue travel orders for travel to or from the United States or 
for permanent change of station outside their areas of jurisdic- 
tion. 

Plans and itineraries of overt office representatives to visit covert 
overseas installations must be fully coordinated with the Deputy 
Director (Plans) before the issuance of travel orders. The Deputy 
Director (Plans) will: 


(1) Ensure that the proper representative in the field is informed 
of details of the proposed visit. 

(2) Provide for a thorough briefing of the traveling official on 
matters of operational significance such as cover and security. 

(3) Effect necessary coordination with the Assistant Directors of the 
covert Offices concerned . J 

(2) Requests for Travel Orders 



(a) Requests for travel orders, or amendments thereto, other than those 
issued by Chiefs of Station, shall be prepared and routed to the 
Transportation Division, Administrative Services, through: 


(1) Office heads or their delegates (not below Division Chief level) 
in the case of individuals under their jurisdiction. 

(2) Personnel Director in cases involving permanent change of station 
or travel to first post of duty abroad. 

(3) Chief, Administrative Services, when a request included overseas 

- 1 - 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


NUMBER 


25X1A 


transportation of an automobile. 

(4) Personnel Director for travel abroad on temporary duty. 

(j>) Appropriate Deputy Director in cases of Office heads. 

(b) Requests for travel orders shall be prepared and submitted as follows: 

(1) Vouchered travel orders (Domestic and Foreign) on CIA Form 34-5 
in duplicate. 

(2) Unvouchered travel orders (Domestic) on CIA Form 33-28 in quad- 
ruplicate. (Quintuplicate if for Military Personnel) 

(3) Unvouchered travel orders (Foreign) on CIA Form 36-207 in triplicate. 
Form 3^-207 must accompany Form 37-l> Confidential Funds Personnel 
Action, when the action involves the appointment of a new employee 
at a point in the United States outside the metropolitan area of 
Washington, D. C. for duty abroad. 


(c) Personal action of each forwarding official must be indicated on the 
request. Requests for domestic travel will be submitted in sufficient 
time to be processed and reach the Transportation Division at least 
48 hours prior to the planned departure time. Requests for foreign 
travel should be submitted 60 days in advance of planned date of de- 
parture . 


(a) 


(e) 


Per diem and mileage rates provided under existing laws and regulations 
represent the maximum allowable. Requesting and approving officials will 
indicate on the requests for travel orders the recommended per diem and 
mileage rates and will reduce the maximum allowance whenever it exceeds 
the necessary official traveling expenses. The approval of a request 
by the initiating office will be deemed a certificate that the rates 
stipulated therein are not in excess of the amounts normally required 
to meet the necessary official traveling expenses under the circum- 
stances. The request should indicate the estimated amount of the travel 
advance desired, if any. (For per diem r ates and information concerning 


travel advances see Regulation No. 


25X1 A 


The Transportation Division, upon the recommendation aP the Chief, 
Administrative Services, may issue monthly blanket travel orders for 
truck drivers engaged in repeated official trips and arrange for 
periodic submission of travel vouchers covering such repeated travel. 


(3) Responsibilities of the Transportation Division, Administrative Services 
Office 


(a) Provide travel arrangement service. Personnel ordered overseas should 
contact the Transportation Division six weeks prior to planned date of 
departure . 

- 2 - 


C0NFIDENTIAL 
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CONFIDENTIAL 


CENTRAL INTELLIGENCE AGENCY REGULATION 


25X1 A 

NUMBER 


(u ) Arrange for the issuance of passports and visas, and secure overseas 
clearance when necessary. 

(c) Issue necessary travel orders and verify that security clearance, 
physical examination, immunization, passports, visas, and theater 
clearance have been obtained before releasing the ticket or 
Transportation Request to the traveler. 

(4) Travel by Armed Services Personnel 

Military personnel attached or assigned to CIA for duty may be authorized 
travel, allowances, and related expenses in accordance with Agency regu- 
lations applicable to civilian personnel where such regulations provide 
benefits substantially similar to or greater than the military regulations. 
Upon receipt of travel requests approved by the Transportation Division, 
Administrative Services Office, the Military Personnel Division, Personnel 
Office, will issue appropriate travel orders. Two certified copies of the 
orders will be forwarded to the Fiscal Division, Finance Office. 


^ Effective 
(Administratirin) Rescind 


25X1A 


25X1 A 

: Pages 1-2 of I I 

Ik July 1951 I 1 


-3- 

CONFIDENTIAL 
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Bggcottva Hagintr y 


4 


MEMORANDUM FOR: DEPUTY DIRECTOR FOR 

ADMINISTRATION 


SUBJECT: 

REFERENCE: 


Proposed addition to CIA Regulation 
No. I I 


OPC Regulation No. 


page 7 


25X1A 

25X1A 


1. It has come to the attention of this Office that certain 
cases have occurred wherein CIA officials visiting OPC field 
stations have not provided for advance notice to the Chiefs of 
Stations or Senior CIA Representatives (where existent) and 
that actions talcen while in the area thus were not coordinated 
with them. 

2 . In order to provide for full coordination with these 

field officers, it is suggested that the enclosed-draft be con- 
sidered for inclusion in CIA Regulation No. | | 


W.tl!) 


■JHlic JMliSTOH 


KILBOURNE JOHNSTON 
Assistant Director for 
Policy Coordination 


Enel: 2 

1. Draft of CIA Reg. 

2. Ref OPC Reg. No. 



25X1A 
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Suggested addition to CIA Regulation No. dated .14 July 1951. 25X1 A 


As paragraph (c) under (1) Issuance of Travel Orders: 


, Whenever CIA officials of overt offices have occasion to 
visit covert overseas installations of the Agency, their plans 
and itineraries must be fully coordinated with DD/P before the 
issuance of travel orders. DD/P will insure that the proper 
representative in the field is informed as to the details of the 
proposed visit. DD/P will also provide for a thorough brief** 
ing of the traveling official on matters of operational signifi- 
cance each as cover and security as well as for other neces- 
sary coordination with the Assistant Directors of the covert 
Offices concerned. 


$£CM 
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Suggested addition to CIA Regulation No. 


dated 14 July 1951. 


25X1A 


As paragraph (c) under (1) Issuance of Travel Orders: 

(1) Whenever CIA officials of ©vert offices have occasion to 
visit covert overseas installations of the Agency, their plans and 
itineraries must be fully coordinated with I>.D(P) before the issuance 
of travel orders. DB(P) will in turn inform the proper representa- 
tive in that area and clear with him the details of the proposed visit, 
thus ensuring full coordination on .any actions taken or contemplated 
in the area under his jurisdiction. This coordination will also pro- 
vide for a thorough briefing of the traveling official on matters of 
operational significance such as cover and security. 

(2) Stopovers at covert overseas installations ea route to their 
destinations may not be made by CIA officials without prior clear- 
ance with the Field Station Chiefs arranged through the covert Office 
concerned. 

(3) Arrangements for coordination of such visits will be made 
with the .Assistant Directors of the covert Offices concerned. 

(4) Where a Senior CIA. Representative exists in the area, it will 
toe the responsibility of the Chief of Station, on receipt of advan ce 
notice, to coordinate these vistis with him. 




Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 


Approved For Release 2003/04/17 : CIA-RIDP81-00728R0001 001 3001 1-8 


30 June 1951 


MEMORAUDUM FOR: Deputy Director (Administration) 
SUBJECT: Revision of CIA Regulation No. I 


25X1 A 


1. Changes in the attached Regulation are indicated by [~_J* 

2. The revision of paragraph A (l) (h) will broaden the 
authority for Chiefs of Stations overseas to issue travel orders. 
Several objections were made to the first draft. The attached has 
been revised to include these changes and has been reconcurred in 
as follows: 


Concurrence : 00 

0PC 
0SI 
OSO 


General Counsel 

Comptroller 

Auditor 

Administrative Services 


Concurrence with Comments: Personnel - Want added: 
“Personnel action to be prepared by operating office 
subject to personnel approval." (This is standard 
procedure and covered by Personnel Regulations so 
was not added here. ) 

3. Recommend signature. 


Advisor for Management 


Enclosure: CIA Regulation No. 


DLM/ls/ms 
cc : Chrono V 

Subject File 


25X1 A 

25X1A 
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30 July 1951 


MEMORANDUM TO: Deputy Director (Administration) 
SUBJECT: Revision of CIA Regulation NoJ = 


1. This proposed revision of CIA Regulation No. I I Is a 
rooult of a Task Force study. It la less restrictive than the 
present regulations regarding the use of taxicabs and provides a 
simplified procedure for handling claims. 

2. Concurrences have been obtained from tlie following 
offices and arc attached hereto: 

General Counsel 
Comptroller 

Administrative Services 

0S0 

OPC 

3. A draft of the proposed Form No. 36-126 is also attached. 
The Assistant Comptroller’s comment that the form was unnecessarily 
complicated was made prior to revision and ha has verbally concurred 
with change made. 

h. Approval is recomnfended. When approved Section 6.6 will 
be deleted from the Confidential Funds Regulations. 


Advisor for Management 


DLM/ls 

chrono 

subject 
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25X1A 


25X1 A 
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30 June 1951 


MEMORANDUM FOR: Deputy Director ( Admin! a tr at ion) 


SUBJECT: Revision of CIA Regulation No. 


1. Changes in the attached Regulation are indicated by [~_J* 

2. The revision of paragraph A (l) (b) will broaden the 
authority for Chiefs of Stations overseas to issue travel orders. 
Several objections were made to the first draft. The attached has 
been revised to include these changes and has been reconcurred in 
as follows: 


Concurrence: 00 

General Counsel 

OPC 

Comptroller 

OSI 

Auditor 

OSO 

Administrative Services 

Concurrence with Comments: 

Personnel - Want added: 


'‘Personnel action to be prepared by operating office 
Subject to personnel approval." (This is standard 
procedure and covered by Personnel Regulations so 
was not added here. ) 

3. Recommend signature. 


Advisor for Management 

Enclosure: CIA Regulation No. 

DLM/ls/ms 

cc: Subject File V 
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25X1 A 



/A Mi 

Approved For Release 2003/(f 


7- m -■<-( H 3 - o'/ 

|£3D728R0001 001 3001 1 -8 


30 June 1951 


MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT: 


Revision of CIA Regulation No. 


25X1 A 


1. Changes in the attached. Regulation are indicated, by ]~ J • 

2. The revision of paragraph A (l) (b) will broaden the 
authority for Chiefs of Stations overseas to issue travel orders.. 
Several objections were made to the first draft. The attached has 
been revised to include these changes and has been reconcurred in 
as follows: 


Concurrence: 00 
0PC 
0SI 
0S0 


General Counsel 

Comptroller 

Auditor 

Administrative Services 


Concurrence with Comments: Personnel - Want added: 
"Personnel action to be prepared by operating office 
subject to personnel approval." (This is standard 
procedure and covered by Personnel Regulations so 
was not added here . ) 


3. Recommend signature. 


Enclosure: 



CIA Regulation No. 


25X1A 


25X1A 


JUL H i951 
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Office Memorandum • 


UNITED STATES GOVERNMENT 


TO : Advisor for Management 
FROM » Comptroller 

SUBJECT: Revision of CIA Regulation Ho. 


DATE: 6 June 1951 


25X1 A 


1, This office concurs in the amendment of the First sentence 

of paragraph A. (4), Page 2 to read as shown in your memo of 29 May 1951, 

2, It is suggested that the following language be used in amending 
Paragraph A.(l) (b), Page 1 in lieu of the language shown in your draft 
of 29 May 1951: 


"Chiefs of Station outside the continental United States may 
authorize or approve, and issue travel orders for temporary 
duty travel within or outside their areas of jurisdiction 
for employees under their supervision, provided that 
clearance must be obtained from the appropriate Office Head 
or his designee for travel outside the area of jurisdiction 
of a Chief of Station. Chiefs of Station may not direct or 
authorize travel to and from the United States or for the 
purpose of change of official station without first having 
secured travel orders from Headquarters." 


5. The reasons for the suggested changes are as follows: 


a. 


The terminology "area of jurisdiction" has been sub- 
stituted for "theater" inasmuch as the word "theater" 
has no definite geographical meaning. 


b. A "change of station" travel order should be issued 

concurrently with a personnel action. It would, A 

therefore, be inconsistent to give authority to the j ! 

Chief of Station to direct change of station travel y 

unless he is also authorized to approve personnel 
actions. Experience has shorn that Personnel loses ® 

effective control of personnel assignments where a , 

Chief of Station independently directs change of 
station travel, and Finance cannot pay the allowances 
appropriate to the new station unless and until there i 
is a formal personnel action. 


25X1 A 

E.’ R. SAUNDERS 
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Office Memorandum • united 


STATES GOVERNMENT 


to : Advisor for Management date: 11 June I9£l 

from • Assistant Director for Operations 
SUBJECT: Revision of CIA Regulation No. | | 

REFERENCE: Advisor for Management memo to AD/O et al, dated 29 May 19^1 
subject as above 9 


25X1 A 


1. Recommend that CIA Regulation No. 
revised as indicated below: 


Para A 


(1) be 


A. Travel 


25X1 A 


(1) Issuance of Orders 

(a) No change 

(b) Chiefs of Stations outside the continental 
United States may authorize, approve and 
issue travel orders for temporary duty 
travel wibhin their theaters for employees 
under their jurisdiction* 

(c) Office heads or their designees may delegate 
authority to Chiefs of Stations outside the 
continental United States to authorize, approve 
and issue travel orders for permanent change 

of station travel within their theaters. 

(d) Chiefs of Stations outside the continental 
United States may issue orders providing for 
temporary duty travel beyond their theaters 
where clearance has been obtained from the 
appropriate Office head or his designee. 

(e) Chiefs of Station may not issue orders for 

/ travel to or from the United States or for 

permanent change of station outside the 
assigned theater. 


2. Concur with revision of Para A (k) 
forth in Para 2 of reference memorandum. 


first sentence, as set 


25X1A 


GEORGE G. CAREX 
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Office M£morandum • united states government 


T0 5 Advisor for Management 
from : Personnel Director 

SUBJECT: Comments on Revision of CIA Regulation No 
(1) Paragraph A. (l) (b), Page 1. 


V. 




DATE: 18 June 19 $i 


/ 



It is assumed that this regulation means that before orders 
are issued reflecting a permanent change of station that there is 
a slot available at the new post and that such transfer is at the same 
grade, salary, designation, etc. In the event it is proposed to show 
a theatre as a headquarters, difficulties may arise from personnel being' 
on permanent per diem. 

tu.sK . 

■~y It is also believed that Security might be interested in such 
transfers. It is noted that they were omitted from distribution. 

It appears as though theatre should be defined for the purpose ,/' S 
this regulation. In some theatres a person could be transferred " 
from one country to another under this regulation. Is that the intent? 


(2) Paragraph A. (i*), Page 2. 


It is suggested that this paragraph be coordinated with task 
force efforts on CFR 6.7, which are presently under discussion. 


¥ 




A) 


7 


It is suggested that the intent as to exactly which allowances / 
are to be encompassed by this regulation be thoroughly covered. / 


P 


^D^uiy Personnel Director 


JUN %0 1951 

i 
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CONCURRENCE SHEET 


DATE 



/9S7 


I do fa/ge concur in the proposed revision of CIA Regulation No. 
dated 29 May 1951* 


25X1 A 


Comments: 



25X1 A 




I 
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25X1A 
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R000100M 


CONCURRENCE SHEET 



DATE 


S 


I do 4 *®* r ) concur in the proposed revision of CIA Regulation No* 
dated £9 May 1951. 


25X1 A 


Comments: 


Signatua 


25X1 A 



/ 
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Office Memorandum • united states 


to : Advisor for Management 
from : Comptroller 

subject: CIA Regulations - Travel and Allowances of Military Personnel 



date : lO^ay 


25X1 A 


1. Paragraph 6.7 of the Confidential Funds Regulations 
approved by the Director on 26 April 1951 provides that military 
personnel attached or assigned to CIA for duty may be paid 
travel, allowances and related expenses in accordance with Agency 
regulations applicable to civilian personnel where such regula- 
tions provide benefits substantially similar to or greater than 
the military regulations. 

2. Accordingly, it is recommended that the fir st sent ence 

of Paragraph A (ij. Section 3 , Agency Regulation No. be 25X1 A 

deleted and the following substituted: 

"Military personnel attached or assigned to CIA for 
duty 'may be authorized travel, allowances, and 
related expenses in accordance with Agency regula- 
tions applicable to civilian personnel where such 
regulations provide benefits substantially similar 
to or greater than the military regulations." 

(Reference: Part K, Paragraph 6500, Joint Travel 
Regulations for the Uniformed Services, Effective 
1 April 1951) 


25X1 A 

E.’r. SAUNDERS * 



Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 3001 1-8 





. * i-!4W,*k^UILU.4 T — A,- 


. G^d_ _ a. 7 <f 

Approved For Release 2003/04/1 7 : CIA-RDP81 -00728R0001 0013001 1 -8 

2.3 'February 1951 


MEMORANDUM FOR: CHIEF, ADMINISTRATIVE SERVICES 


SUBJECT: Travel Orders for Field Travel 


RE.FERENGE : 


(a) Memorandum dated 4 January 1951 from Exectuive 
Officer/OSO to Chief, Admihistrative Services, 
same subject. 


(b) Revision to Par agraph l .b. (2) to Administrative 


Instruction No. 


dated 14 February 1951. 


25X1 A 


1. This office appreciates the prompt action taken in accordance with 
the request contained in Reference (a) relative to delegating certain authority 
to authorize travel to Chiefs of Field Stations. That memorandum, however, 
was an arently in error in that it did not specify the necessity for Chiefs 
of large operational theaters embracing more than one political area to 
authorized Permanent Change of Station within the theate r. It is obviously 
essential that the Chief of a large installation such as I I be authorized to 

transfer individuals PCS from one location to another within his installation 
at his own discretion. 

2. It is suggested, therefore, that Reference (b) be reworded as follows: 

"1. b. (2) Chiefs of Missions (and Chiefs of Stations) outside 
the continental United States may authorized, approve, and 
issue travel orders for (Permanent Change of Station or) temporary 
duty travel within their theaters for employees under their 
jurisdiction. Such orders may provide for temporary duty travel 
beyond the theater, where clearance has been obtained from the 
appropriate Division Chief, Chiefs of Missions (and Chiefs of 
Stations) may not issue orders for travel to or from the United 
States or for permanent change of station (outside the assigned 
theater ) . " 


FOR THE ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS: 


25X1 A 

7 — 1 

Chief, Administrative Staff 


EAM/m ^ 

ADMIN files ^ 


MAY 1 7 1951 
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Office Memorandum • united states government 

T0 « Advisor for Management 
from : Chief, Administrative Services 
SUBJECT: Change in CIA Regulation Number 


DATE: 12 June 1951 

25X1 A 


. Ih is requested that the following paragraph be 

m CIA Regulation Number □ under paragraph A (I): 


inserted 


Add paragraph (d) as follows: 


"(d.) In connection with new appointees hired in the 
United States at places outside the Metropolitan area 
of Washington, D. C. for duty abroad. Form 36-207 will 
accompany "Confidential Funds Personnel Action", Form 


2* Present paragraphs (d) and 
paragraphs (e) and (f) respectively. 


25X1 A 


25X1 A 
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Office Memorandum • united states gove 




to ; Administrative Officer 
from : Chief, Administrative Services 

SUBJECT: Bequest for Unvouchered Foreign Travel Orders 
REF : CIA Regulation 


DATH: 11 Jun 



1» Upon receipt oi this memorandum requests for unvouchered 
foreign travel orders or amendments thereto will he submitted on Form 
36-207, approved March 1951, "Request for Unvouchered Foreign Travel 
Orders . " 


2. This form must he fillod out completely in accordance with 
the nature of the travel, in triplicate, and routed to the Transportation 
Division through Covert Personnel Division after necessary approval. 

25X1 A 


Attachment : 
Form 36-207 
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REQUEST FOR UNVOUCHERED FOREIGN TRAVEL ORDER 


GRADE AND SALARY I TITLE OR RANK AND SERIAL Nol 


C I STAFF EMPLOYEE OFFICE 

C I STAFF AGENT 

RESIDENCE ADDRESS I IF STATIONED IN WASHINGTON) 


OFFICIAL STATION 


CHARGEABLE PROJECT 


OFFICE TELEPHONE 


RES. TELEPHONE 


,TINERARY: <ALL TEMPORARY DUTY POINTS MUST BE SPECIFICALLY INDICATED.) 




duration of travel: 


FROM **' M . 

"c heck ONE FOR staff employee: F . LEAVR 1=1 PERMANENT CHANGE (ZZ1 TEMPORARY DUTY \ZZ 

__ Transportation to be procured 

Transportation to be procured by Transportation Dlv. | | by indiv | dua , | f Justify: 

“mode of travel; common carrier □ Gov ernment transportation ■ T 

Alrp'ane CZD Airplane , , 

Vessel | 1 Vesse| pZ= 

— PRIVATELY OWNED AUTOMOBILE □ Motor Vehicl8 r— , 

ALLOWANCE FOR PRIVATELY OWNED AUTOMOBILE RECOMMENDED ON FOLLOWING BASIS:' 

la) cents per mile, not to exceed cost by common carrier. J — ' ~| 

lb, _ cents per mile, as being more advantageous to the Government. C=J JUSTIFY: 

"SPECIAL PROVISIONS: TTT7 EXCESS BAGGAGE, EXTRA FARE TRAIn'oR PLANE, OFFI CIAL COURIER DESIGNATION, ABVANcTOf FUNDS, 
DEFINE AND JUSTIFY! 


— PER DIEM RECOMMENDED: 

HOME LEAVE ONLY _ 


3 * LVl AS Emp I oy e e Us, ,s not) to report to Hdgrs. tor days pr.or to Home leave 

* I 2 - Pate of arrival at overseas station : 

^° VAL (F0R CASES INDICATED) ' r APPROVALS (ALL CASES)’ 


I 1 PERMANENT CHANGE OF STATION 
CO TRAVEL TO FIRST POST OF DUTY ABROAD 
I I RETURN FROM POST OF DUTY ABROAD 


SIGNATURE OF INITIATING OFFICIAL 


SIGNATURE OF CH I EF. CPD 




FORM NO. ,, ~ n7 
MAR 1951 36-207 


^2 - ^^£ m J^j_J^^J^CATE^A FTER^APPROVALS ARE COMPLETED 

SECRET ~ 
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TO: ADDA (s) 


5 June 1961 


FOR* 


Senior Soviet Committoo Cons Ido rati on and Action 


FROM : Task Force. 


SUBJECT* Us© of Taxicabs and Private Automobiles 


1 « Problom 


. thG relatively largo number of official oars maintained 

by CIA, there is an acute transportation problem in the Washington area 
occasioned by tho following circumstances : 

1« CIA staff employees arc located in more than 
twenty building® in the metropolitan area. 

2. A largo number of employees are required to 
maintain personal contact with persons in other govern** 
mernt agencies in various parts of the motropolitan area. 

3. There are an Increasing number of off-site training 
areas and meeting places being established which require 
constant travel by staff employees to and from those sites. 

. , Confidential Funds Regulations and the CIA Regulations nro- 

vido for tne use of taxis under certain circumstances . However, agency 
regulations on tho use of taxis are more restri tivo than those ores- 
cribed for other government agencies by the Standardized Government 
Tmvol Regulations as revised 1 October I960. The question for considers- 
tion is how and to what extent agency regulations may and should be 
liberalized. Also for consideration is tho question go to vhat internal 
procedures and controls should bo established to prevent n» Justifiable 
use of taxicabs and at tho same time permit reimbursement for neoeseary 
«axi expenses without undue expenditure of time and unnecessary documen- 
tation. (Attached hereto under Tab A are various memoranda on tho 
general problem). 

II# Discussion 

A. The Confidential Funds Regulations provide in Section 6.6 for 
the use of taxicabs where security considerations require,, if government 
transportatio n will not be available within & reasonable time, CIA 
Regulation *fo# | [ allows tin* .use of taxicabs in order to moot urgent 
fixed appointments hi?. to. transport *tabsually bulky or delicate equipment, 
government transportation not being, available, 

C U i'i bib Oil ii •-> 

r „?• T ? eee re S ulatloaB *®r© issued prior to the enactment of Public 
law 830, 81»t Congress, dated 23 September 1950 and are more restrictive 




-RET 
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^ P r oviGious Of that law and the Revised Standard! zed Government 
vel '©gulatlono dated 1 October 1950, proscribed by tho Bureau of 

Whioh v now P rovi<Je £or use of taxicabo and private auto- 

UoioiSLn*" 10 S° US ° 1 f authori * ed or ^proved as "advantageous to tho 
Government . The present a&oncy regulation*) do not take into account 
various cons iderati one which way make travel by taxi advantageous for 
the Government, as for example, the value to tho Agency of tho employee's 
time and tho press of business in the employee's office. 1 y 

_?• * n y 1 ^ of th0 tho Confidential Funds Regulation® and 

the CIA Regulations should be amended to allow travel in or near on 
employee a post of duty by taxicab where cuoh travel is determined by on 
M '' f f 1 ? er * tho Chi<a,f » Transportation Section, or the Chief of & 

Meld Station to be advantageous to tho Government. A suggested rorula- 
xon to accomplish this, attached hereto as Tab L. would be substituted 
for paragraph A (8) of CIA Relation □ and pa^rraph fits of tto 
uonfidonfciul i’uada i.&gulafcionu would bo olininatod. * 25X1A 

„ 15 f I1; a ? P0 °' r,S that :lt Kould b,s advantageous to the a gone v to 

authorize certain individuals to use their private autos on a Mileage 

thqar tkltiaS r0ciuire tha3!l make repeated or freqSnt Visits 
Sacea^? ^ *^****** •!*». installations, or 

places. It us suggested, however, that reimbursements to individuals 

iiU r d 0illy 1 * 9r ® tho individual has boon issued 
i J 7 1 °f * ^ lc rc, y triotion iG Biased on valid considerations, vis., 
tho abuse to which uso of private oara on a mileage basis is easily 

IxJTJL co f UU - l0nCG 0f taxis ** congested areas, and the 

oxoossivo difficulty and oxpenso of processing mileage claims for mis- 
cellaneous urban travel, bot only would the cost of 'processing euoh 

or^hi ,°YT- eX °7f d th0 a °Y a am0Uttt of th0 oloiaa, but 1-bfppears 
probable «nat vne time spent by the claimant in documenting, claims for 

incidontal urban travel on a mileage basis would exceed the time saved 
by the uso of suen transportation in the first instance. 

doift ® CQJsmeat 1g dn order as to tho question of the allowance of 
par 1% fee charges on mileage claims. Whoa reimbursement ie made at a 
commuted rate per mils traveled, under the Standardised Government 
ira r^ JfSulations, parking charges may not be paid in addition. This 
restriction applies to tho Government generally and there appears to bo 
no rcason why CIA should claim an exception for itself except in sera© 
d 5 u * tttnc ' 3 wlw » r ® operational or security considerations are the 

° XP9Z1 !?* '*? whioh ca6e tho Parking fee might be allowed as 
a legitimate operational expense, but not as a travel item. The more 
use of a Private car to arrive at a downtown location would appear to 

^ *r f ° r S 3 Tr t ° f tarkSMa chor S‘ M >> poof oar., 

taxis and public transportation are available for such purposes. 

na „ a Fm .5° ® xce P tion to the g«ui®ra.l ( rule respecting th© use of private 
cars or the payment of .flawing few?,; appears to bo called for where a 

C 0 W Uiti u l - 

- 2 • 


V„ 
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particular CIA installation la not in a usual taxi, cruising eonu, if 
there io CIA shuttle service available fro, -a that point or it is within 
milking di3t’ano of an active thoroughfare. 

G* A suggested Claim and Daceipt Chit form for tho submission of 
claims for travel by taxi is attached hereto as Tab C. is provided in 
Tab A, the Comptroller would have tho authority to establish petty cash 
funds in tho Transportation Division and alaowhoro, far th*.- payment of 
auoh olaimo • 

III# Conclusions and Kooommondationo 

A. The agency regulations respecting tho use of taxicabs are more 
restrictive th«n is required by Standard! aod Govorament Travel Regulations 
as revised 1 October 1350, and should be amended per Tab 13. 

B# In order to conserve ite pool transportation for use in urban 
araa travel, tho agency should issue trnvol orders sallowing travel by 
private car on a mileage 'basic for certain individuals whose duties re- 
quire frequent or periodic visits to suburban or out of town training 
areas or mooting sites* 

G. h eiiabur a omant on a mileage basis and/or parking fees should not 
generally bo authorized in connection with incidental urban travel, 
since auoh travel ean bo performed more expeditiously and economically 
by agency shuttles, pool oars, public transportation or taxicab. 

b. la order to process potty claims without unnecessary cost, a 
simplified Claim and Receipt Chit (sample attached as Tab C) should b© 
used and tho claims paid from a potty cash fund# 

J2« Such petty cash fund(s) should bo maintained by the Transporta- 
tion Division, or, if maintained elsewhere, th© accountings should be 
reviewed by that Division, since they control all official transportation 
available for local use and would be in best position to detect end pre- 
vent abuse in connection with tho use of taxicabs on a reimbursable basis. 


Chcdraum 


25X1 A 


oo t .ADDA ( g ) 

Services (2) 
Gen# Counsel 

0S0 (2) 

0?C (2) 
Management 

Comptroller 

Audit 

Finance 


*pr ll *h 

uovaAUorrtB 
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Proposed Amendment - CT..A Regulation 


25X1 A 


Incidental ■Travel r>t Pout?; of Duty 

A* As a general rule, government or public (street oar, bus, ©to,) 
transportation shall bo used for travel id: »ji employee r o post of duty. 
Mmployooo may trawl by taxi or personal automobile, as provided in the 
Standardised Government Travel Peculations, whore suoh travel is 
authorised or approved as advantageous to the Government, in terms of 
th© press of business, relative time and aspens© of the various mos.ua 
ol transportation, value to th© -''goiao.y of the employe© *s time, protection 
of seourity, and other factor©. 

B« Reimbursement for travel by taxi without prior written or dor a 
shall bo livdtad to the Metropolitan area of un employee's post of duty 
except au may bs specially authorised or approved in individual oases 
to moot omnrgfmoy situations, fceittburaoaumt for travel by private auto- 
mobile shall normally bo made only whoro the travel was made pursuant 
to a travel ordor or prior author! ration • Reimbursement for private 
automobile travel shall be made on a mileage basis in lieu of actual cost. 

C. Agency l/’orra. So. , ’’Claim and Eoooipt Chit” i,iuy bo submitted 
for roimbursomemt for incidental travel by taxi or public transportation 
performed by an employee at his post of duty. To expedite the handling 
of suoh claims, th© Comptroller may establish potty each funds in the 
Transportation IU viol on and elsswhore for tho processing of such claims. 
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TA r 


ILLEGIB 


01 AIM AMD RECtiXV T OHIT 

Roooivod $ representing r oimburs ament for 

actual official expanses for: 

taxi, bus or streetcar 


Rato Ho, Tripp Aaouwt 

(FRONT) 

T certify that I have not nor will 1 b© reimbursed 
for the above expenses from any other source and that 
such expenses were not incurred in travel between 
homo or places whore meals were taken, and places 
of duty. Justification for this exponas is shown on 
rover oe hereof. 


Approved 


Rate Signature 


(BACK) 


U 1, Government transportation not available in 

reasonable time and urgent fixed appointment , 

n Z, Government transportation not useable duo 
security reasons, 

n 5, Other reasons why advantageous to govomment, 

(Specify) 


qnr 53 bH 

C 0 ; blU U l • kB 
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GENERAL ACCOUNTING OFFICE 
WASHINGTON 25 


OFFICE OF 

Comptroller general of the united states 

IN ITEFLY quote INITIALS 


Date: October 18, 1951 
ACCOUNTING SYSTEMS MEMORANDUM NO. 19 

SUBJECT: Reimbursement to Employees for Expenses Incurred in the 
Use of Taxicabs within Designated Post of Duty. 


1* Purpose . This Memorandum prescribes the methods of reim- 
bursing employees or officers of departments and establishments or 
others rendering service to the Government for expenses incurred for 
taxicabs when used within their designated posts of duty. Expenses 
incurred by employees when in a travel status including taxicab fares 
from station, wharf, or other terminal to either place of abode or place 
of business and vice versa, will continue to be reimbursed through the 
use of Standard Form No. 1012-Revised, Travel Voucher, in accordance 
with General Regulations No. 88 except that if a Standard Form No. 
1012-Revised would not be required other than for the purpose of secur- 
ing reimbursement for taxicab expenses, such reimbursement may be effected 
in accordance with procedures prescribed herein. 

2. Form Prescribed . The following form is prescribed for general 
use in the Government in connection with reimbursement of expenses for 
taxicabs when used within designated post of duty or when not subject 
to reimbursement on Standard Form No. 1012-Revised:. 

Standard Form No. 1164 - Claim for Reimbursement for Taxicab 

Expenses 

(Printed on white paper - size 8 " by 5 " ) 

Standard Form No. 1164, Claim for Reimbursement for Taxicab Expenses, will 
be maintained by employees as a ■ record of expenses Incurred for taxicabs. 
Ab trips are made, the employee will enter on the form the date, points of 
origin and destination, fare and tip for each trip. The receipt section 
in the lower left-hand portion of the form will be signed by the payee 
only when payment is made to him by an Agent Cashier or Imprest Fund 
CaBhier in accordance with paragraphs 3a and 3d below. When the form 
is filed directly with a disbursing officer in accordance with paragraphs 
3 b and 3c, the acknowledgment of payment will not be signed. 

3 • M ethod of Reimbursemen t. Employees incurring expenses J or. 
taxicabs may be reimbursed orT~ follows ; 
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a. In those agencies where an agent-cashier has been au- 
thorized to moke reimbursement for taxicab fares the employee 
will present the signed and approved Standard Form No. 11 64 "to 
the agent-cashier for immediate reimbursement. The agent -cashier 
will periodically summarize a number of such forms on Standard 
Form No. 1129, Voucher for Petty Purchases, prescribed by General 
Regulations No. 103* The voucher, together with Standard Forms 
No. 1164- will be submitted to the fiscal office of the agency in 
accordance with established procedure and after certification will 
be forwarded to the disbursing officer for reimbursement to the 
agent-cashier . If an approved voucher and schedule of payments 

is in use in the agency, Standard Forms No, 1164- may be used as 
sub-vouchers thereto without the use of Standard Form No. 1129 
or any other voucher form. 

b. In those agencies where an approved voucher and schedule 
of payments is being used and an agent~ca 3 hier has not been desig- 
nated, Standard Forms No. 1164- will be completed as in paragraph 

2 above and may be summarized by individual and used as supporting 
sub-vouchers for the voucher and schedule of payments. The schedule 
and supporting documents will be processed in the same manner ao 
is now in effect. In any case where an approved voucher and schedule 
of payments is used it will not be necessary for the authorized 
certifying officer to certify Individual Standard Forms No. 1164 
nor will it be necessary for these forms to bear voucher payment 
information. 

c. In those agencies where an agent-cashier has not been 
designated and the voucher and schedule of payments is not author- 
ized, reimbursement may be accomplished by having each individual 
who incurs taxicab expenses prepare a Standard Form No. 1129 sum- 
marizing thereon a number of Standard Forms No. Il64. 

d. A Regulation for Small Purchases Utilizing Imprest Funds :ls 
being considered for issue in the near future. When such funds have 
been established in an agency, reimbursements for taxicab expenses 
may be accomplished in accordance with those regulations. 

e. Standard Forms No. 1129 or voucher and schedule of payments 
prepared in accordance with the above, may be filed for reimburse- 
ment as frequently as necessary, but preferably on a monthly basis 

so that administrative processing and the issuance of Treasury checks 
in small amounts may be kept at a minimum. 


G ci , 'bi i'.i.cati_on . Standardized Government Travel Regulations pro- 
vide that when taxicabs are used by employees within designated posts of 
duty , such use must be authorized ox* approved as advantageous to the Govern 
rnent., Standard. Form Ifo. 1164 prescribed herein contains the necessary 
certifications to be signed by the employee and the approving official. 


-2 
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5 . Supply of Forma . Each department, establishment or agency 
la re qua at ad to make retjuis it Ion upon the General Services AcUulnlatra- 
tion for a supply of the Standard Form No. 1164 herein proscribed vhioh 
Is estimated to meet lbs needs. 


6 . The provisions of General Regulations No. 
dated Novembelr r (, 1950, and General Regulations No 


1945 » inconsistent herewith will be 



ed In the 


68 , Second Revision, 
, 103, dated May 2, 


future. 


Comptroller General 
of the United States 



CVX\ 





- 3 - 



/ 
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HTANIIAlll) KOIIM NO. 11(14 
Fur m p r »* n u r 1 b <1 t > y 
t r u 1 X »*!• UtmnrAlf IJ,8, 


CLAIM FOR REIMBURSEMENT 
FOR TAXICAB EXPENSES 


NAMt AGENCY 


CLAIMANT'S ADDRESS 


Tor trav (i I on official butlnoss via taxicab! 


Stlhvoudwr No 
Date 


I have determined that the above travel by taxicab was 
advantageous to the Government . 



7 certify that this claim is correct and proper and 
that payment or credit has not been received. 


(Approving Official! 1 


Payment received from Cashier 


(f I ansturel 


for use only when pays* aooutVa reimbursement frt 
Agon t Cashier or Imprest Fund' Cashier. 


ACCOUNTING CLASS I FICAT ION 
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STANDARD FORM NO. 04 


, . t ■ •• 
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Office Memorandum • 

/ 

to : Deputy Director (Administration) 
from : Advisor for Management 



subject: Revision of CIA Regulation Nol 


DATE: 12 April 1951 

, Transportation. 


25X1 A 


1. Attached is a revised draft of CIA Regulation No. , 
Transportation. All changes are indicated by brackets [~ J . 

2. This revision effects a number of procedural changes and 
does not change Agency policy on the subject of transportation. 

3. Recommend approval. 


25X1A 


Attachment 



25X1 A 


# r" £f* !••■ r 

SfcwiSL I 


APR I 6 
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20 March 1<#1 


MEMORANDUM TO: 

Advisor for Management 


FROM : 

Deputy Personnel Director 


SUBJECT : 

Amendment of Agency Regulation |~ j 

25X1 A 


1. In acc ordanc e with attached memoranda, it is requested 

that Regulation! Ja(6) (c)(1) be revised so that the fifth 25X1A 

line reads: "after appropriate certification by the Medical 
Office". 


2 0 It is not believed necessary to issue any notice 
advising of the specific changes in procedure since permits 
are requested in writing and instructions can be furnished 
individually as to time and place of testing. 


Enel. 

Memo 3-7-51 
Memo 3-17-51 


( 


25X1 A 



/ 
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Office Memorandum • united states government 

TO : Deputy Personnel Director date.* 17 March 1951 

from : Deputy Chief, Administrative Services 
subject: Driver Testing Program 


25X1A 


1. Reference your memorandum dated 7 March 1951 suggesting 
that. the Services Office assume full responsibility for necessary 
testing and issuance of CIA Drivers Permits, in accordance with 
Administrative Instruction I 1 


„ ,„ 2 \ Ilus office agrees that the performance on the "Directions 

lest.' , is not a factor to be used in determining whether or not a 
permit is issued and recommends that this particular test be dis- 
continued. F urthermore, we agree that the practice referring 


candidates to I" 

mr 


p „ , n i , T l for the purpose of completing the "Past 

Performance Test" is inconvenient -nd tune consuming, therefore, 
this office interposes no objection to assuming responsibility for 
the complete function of arranging for issuance of the Drivers 
Permits. 


25X1A 


25X1 A 


ihe Transportation Division of the Administrative Services 
uiiice will be charged with this responsibility effective 21 March 1951 
and if you will arrange to forward to that office the complete records 

r 10US perinlt "’ tether wLth a supply of "Drivers Past Performance 
lest forms, we will be in a position to carry on this function. ' 

4. The proposed procedure to implement this operation will be 
tahave applicants report to 214-B Worth Building where arrangements 
will.be made for an appointment for a physical examination and upon 
receipt of res ults of such ex amination, applicants will then be re- 
ferred to the | | where they will be given the drivers 

est and required to execute the "Drivers Past Performance Test". 


25X1 A 
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7 March 1951 


MEMORANDUM TO: Services Officer 

FROM : Deputy Personnel Director 

SUBJECT : Driver Testinp Program 


1 * As a ref,,llt of review of our present driver testing program, 
i-o has been suggested that the procedure of referring candidates for 
CIA Operator Permits to the Testinp Branch, Personnel Division (0) be 
discontinued and that certification by the Chief of Testinp as to the 
candidate's qualifications no longer be required. 

2. This suggestion is based on the following Tacts: 

(a) Performance on the Directions Test is not a factor 
in determining whether or not a permit is granted. 

While it is believed desirable to continue employ- 
ment testinp of applicants for chauffeur and truck 
driver positions to obtain some estimate of their 
mental abilities, it is not believed necessary to 
continue administering this best to employees who 
are required to obtain CIA permits. 

(b) The Past Performance Test is in actuality not a 
test bub an inquiry into the candidate (s experience 
in operating ^ari ous classes of vehicles under dif~ 
ferent weather, terrain, and traffic conditions as 
well as into his history of arrests and accidents. 
Administration of this test does not require the 
services of a trained test administrator and could 
be conducted in the Services Office, nossibly iust 
prior to road testing. 

(c) The practice of referring candidates to the | 1 

Street location for the purpose of taking the Di- 
rections Test and of completing the Past Performance 
Tests is inconvenient for the candidate and quite 
time consuming. 

3. It is therefore recommended that the Services Office assume 
full responsibility for the proper issuance of required permits, con- 
tinuing to utilize the present, procedures for medical examination. 
Complete records on previous permits will be furnished your office by 
the Personnel Division (0). 

).i. Your comments and recommendations on this suggestion wi 11 be 
appreciated. 


J-l 25X1 A 


cc: Chief, Personnel Division (0) COPY 
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• UNITED STATES GOVERNMENT 


T0 : Advisor for Management DATE: li| February 19f?l 

ATTENTION: Mr. | ~| 

from : Chief, Administrative Services 

SUBJECT: Administrative Services Regulations 


1. Submitted herewith, per your request are the regulations 
pertaining to Administrative Services activities for inclusion in 
the CIA Regulations Manual. / 2 _ 



W.L. PEEL 
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SECRET 

Security Infiir-— 

MEMORANDUM FOR: Deputy Director (Administration) 28 February 19^2 

SUBJECT : Reduction in Cable Traffic Load and Delays in Trans- 

mission of Communications by pouch. 

1. PROBLEMS : 

a. Reduction in cable traffic load by use of other media, particularly 
airgrams . 

b. Means of expediting communi cations transmitted by pouch. 

2. FACTS BEARING QH THE PROBLEMS : 

a. C able Traffic : 

Til The major portion of time consumed in processing a cable is due 
to encipherment and decipherment. 

(2) Airgrams are transmitted ty open international air mail or by 
diplomatic pouch. 

(3) Transmittal of classified material of this Agency (now sent by 
cable) by airgram via international air mail would require encipherment and 
thus the load on cryptographic personnel would not be lessened. 

(U) Transmittal by pouch of airgrams (to be termed pouchgrams) is 
25X1 A under study 1 l Time will be saved in distribution at 

destination because of its multiple address capability. 1 I 25X1A 

will make this the subject of a separate report. 

(5) Cable traffic is now being handled on a current basis as a result, 
of action already taken. 

(o) There arc daily trail' ic peaks between 1330 and 2130 hours, particu- 
larly so on Thursday and Friday. 

(7) Adequate use is not made of "Deferred" precedence cables. 

b. Pouch Transmission : 

TT) Processing and coordination delays in handling pouch materials 
and pouches within this Agency are largely responsible for the excessive time 
between preparation and. receipt of documents transmitted by pouch. 

(2) 0S0, OPC, and Commo. (for whom 98^ of pouch material is dispatched) 
express satisfaction with present courier service. 

(3) The question of establishing a separate CIA courier service has 
arisen in the past but its feasibility as a time saver is most doubtful and a 
defir. ,e probability exists that present security would be jeopardized. 

(i|.) No one office is now responsible for dispatch and receipt of couch 
material. 

3. DISCUSSION : 

a. Cable Traffic; 

TT] The tendency to greater verbosity in airgrams would probably increase 
crypt ographic load on Signal Center if these were sent by international air mail. 

(2) tVhile no backlog now exists on cable traffic in the Signal Center, 
its personnel could be used to greater advantage if the traffic load were better 
distributed throughout the day and week. 

(3) There is an inclination to utilize a considerable proportion of 
the day in preparing and coordinating a cable and then rushing it out at day 1 s 
end. There is also the tendency to "clear the docket" before a weekend. Opera- 
tional efficiency requires curbing these tendencies. 

SECRET 

Security Inforirianoi? 
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Security Informalfotf 


b. Pouch Transmission : 

(l) ^'ixin^ of responsibility in one office for tlie dispatch, receipt 
ciiicl method oi handling o.f pouches will obviate many delays and errors. 

(^) J-be Records Integration Staff , 0S0, is prepared to handle receipt 
and dispatch of overseas pouches and pouch material. This is the office of 
primary interest. 


25X1 A 


Jj. CONCLUSIONS : 

a. Cable Traffic; 

(T) That further consideration of the use of airgrams should be dis- 
continued in connection with open international air mail . "" 

(2) That, while cable traffic is novr current, other means can and 
should be employed to increase efficiency. 

b. Pouch Transmission ; 

TT) That responsibility foi' receipt and dispatch should be vested in 
one office and that office is the Records Integration Staff, 0S0. Wo exception 
should be made to this unless specifically prescribed by the DC I. 

(2) That the responsibility for providing couriers between offices 
of this Agency and Records Integration Staff, also between the latter and 
appropriate foreign courier service, remain with the Chief of General Services. 

5 • RECOWHSNDAT IONS : 


a. That the attached notice (Annex I) be sent to all oflces of CIA. 

b. That the attached regulation (Annex II) be published and placed in 

effect immediately. ' " “ " 



25X1A 


Special Assistant to the DD 


ANNEXES: 

I Proposed notice reference cable traffic. 

II Proposed regulation reference transmission of documents by pouch. 


CONCURRENCE: 


7 TTUmK 11. rJISHEE 


Deputy Director 
(Plans) 
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APPROV 
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Deputy fix re ct or 
( Admini st ration) 


APPROVED - ^) ? S ' /iPP:.:0\ f B]» 



WALTER B. SMITH 
Director, Central Intelligence 


SECRET 

Security Inforrnaifori 
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20 February 1952 


MEMORANDUM FOR: Special Assistant to DD/A 


SUBJECT: 


Proposed Regulation No. 


Transmission of 


Documents by Overseas Air Pouch. 


25X1 A 


1. In compliance with your request, attached is a proposed 
Regulation concerning the transmission of overseas air pouches. 

2. You will observe that this Regulation does not include 
detailed procedures such as method of wrapping, manner of address- 
ing, etc. Discussions with representatives of the covert offices, 
which account for approximately 9 8 per cent of all material 
transmitted by pouch, convince* us that it is simply not practicable 
to spell out such procedures for Agency-wide application. In 
addition, such a publication, if it were to be at all useful, would 
reveal information of operations of the Agency components under the 
jurisdiction of DD/P on a much wider basis than the ,, need-to-know ,f 
principle would require. 


25X1 A 



W. L. PEEL 

Chief, General Services 
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SECRET 

SECURITY INFORMATION 


CENTRAL INTELLIGENCE AGENCY REGULATION | |. 25X 1 

4 March 1952 


7. TRANSMISSION OF DOCUMENTS BY OVERSEAS AIR POUCH 

A. The Records Integration Staff, Office of Special Operations, is designated as the sole Agency 
control point for the receipt and dispatch of all overseas air pouches, except when other chan- 
nels have been specifically prescribed by the Director of Central Intelligence. 


B. The Chief, Records Integration Staff, is responsible for: 


(1) Establishment of appropriate procedures to be followed in sending or receiving material 
by pouch. 

(2) Selection and designation of channels to be usecj/for material sent by air pouchy 7 

(3) Assignment of indicators, where necessary, for expeditious or special routing of pouch 
material. 


(4) Prescribing measures to be employed to preserve security, including the determination as 
to whether material will be forwarded to the Records Integration Staff unsealed in order to 
ascertain conformity with security requirements, or sealed and accompanied by a certifi- 
cate from the releasing officer to the effect that the pouch contains only official government 
business, does not contain contraband material and that the contents do not violate security 
regulations. noted ■H » a t -dir9f44.¥ - vt Q-j *air>.Q.-iH)fe - i'onoo t - o - idcnt - if - iablc compon e nts 

a f - teva . i.Ir"S i i-C » ov < ?rnnient r . to CIA or - y .i : ). iniJo i a?aL i T ... i l u?r .c i Q l r a r - tu - A g oncy . officials) is - - prohibite d 

'JL-C-C 

■ 10/2 ■aoj i i viti e-sy' 

C. It will be the responsibility of the Chief, Administrative Service, to provide CIA couriers for 
transporting pouches between the originating Office and the Records Integration Staff, and 
between the latter and appropriate Foreign Courier Service. 


D. It is not practicable to publish detailed pouching procedures for Agency-wide application 
since method of wrapping, manner of addressing, channel to be used and necessary security 
measures will not only vary with the overseas area and the Office concerned, but will also 
change from time to time. Nor is it desirable from a security standpoint to do so since such 
publication, to be of real usefulness, would cause an unnecessary disclosure of sensitive 
information. 


E. When material is to be sent or received by pouch, it will be the responsibility of the Office 
head concerned or his designated representative to make necessary arrangements with the 
Chief, Records Integration Staff, regarding specific procedures, channels, indicators, se- 
curity precautions, etc., to be employed. 

(1) When material of the same type is to be pouched on a continuing basis, the Chief, Records 
Integration Staff, may assign a specific routing indicator for exclusive use of the Office 
concerned. 


- 1 - 
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(2) Once a procedure has been established for the use of a particular Office, the Office head 
concerned will issue appropriate instructions, as necessary, for the guidance of his 
personnel engaged in the preparation of pouches or pouch material. 

F. In order to reduce, so far as possible, delays in the transmission of documents by pouch, the 
following action should be taken: 

(1) Processing and coordination time, while documents are in the hands of CIA officials, 
should be kept to the minimum. 

(2) Outgoing pouch material should be routed to the fewest possible persons for coordination 
consistent with proper supervisory control and operational and security requirements/-- 

(3) When necessary to expedite the coordination of urgent or important documents for pouch- 
ing, special messengers should be utilized. 

(4) Documents should be pouched and forwarded promptly. The practice of holding documents 
for the preparation of pouches on a periodic basis is not to be followed. 

G. Each Office concerned should instruct its field representatives in accordance with the appli- 
cable portions of this Regulation in order that the greatest speed possible may be achieved, 
in the field as well as at headquarters, in the processing, coordination and dispatch of pouch 
material. 
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